Kean University

Kean Digital Learning Commons
Evidence Inventory
2021

MSInstitutionalFederalComplianceReport
MSCHE

Follow this and additional works at: https://digitalcommons.kean.edu/evidence_inventory

Recommended Citation
MSCHE, "MSInstitutionalFederalComplianceReport" (2021). Evidence Inventory. 457.
https://digitalcommons.kean.edu/evidence_inventory/457

This University Document is brought to you for free and open access by Kean Digital Learning Commons. It has
been accepted for inclusion in Evidence Inventory by an authorized administrator of Kean Digital Learning
Commons. For more information, please contact learningcommons@kean.edu.

MSInstitutionalFederalComplianceReport
Keywords
MSCHE, report, Institutional Federal Compliance Report

This university document is available at Kean Digital Learning Commons: https://digitalcommons.kean.edu/
evidence_inventory/457

Institutional Federal Compliance Report
(As of April 2021)
●
●
●
●
●

●
●

●

Please read Verification of Compliance with Accreditation-Relevant Federal Regulations before
completing this form.
Institutions must use this Institutional Federal Compliance Report for submission, which is
available at https://www.msche.org/resources/
Institutions should provide evidence that will best demonstrate the institution’s compliance
including the evidence identified in Verification of Compliance with Accreditation-Relevant
Federal Regulations.
Documentation of policies and/or procedures must be (1) in writing, (2) approved and
administered through applicable institutional processes, (3) accessible to constituents, and (4)
reflect current practice.
In the event one or more of these regulations do not apply to an institution, the institution shall
indicate that fact and provide an explanation in the space provided. Otherwise, all applicant,
candidate, and accredited institutions are expected to provide documentation for each of the
requirements.
The Institutional Federal Compliance Report and supporting evidence should be combined into a
single, bookmarked, PDF file. A hard copy of the report is not required and will not be accepted.
Institutions must upload this Institutional Federal Compliance Report in conjunction with all
other accreditation materials according to established deadlines. The institution must upload the
Institutional Federal Compliance Report as evidence under Standard II, Criterion 8.
For technical support with this form or its submission, contact support@msche.org. For all other
questions, contact compliance@msche.org.

Please type the following information.

Institution: Kean University
Report completed by: Dr. Michael Salvatore
Date: 03/09/2022

1. Student Identity Verification in Distance and Correspondence Education
Evidence to Demonstrate Compliance:
1. Policies and/or procedures used to ensure
student identity verification in distance
education or correspondence courses

The policies and procedures used to ensure student
identity verification in distance education courses are as
follows:
Kean University students are assigned a “single signon” unique username and password to access all critical
systems including email, registration and the learning
management system (i.e., Blackboard). In designing
the online courses and services, Kean University
follows the guidelines outlined in the 2009 WCET
“Best Practices to Promote Academic Integrity in
Online Education”. 1
Kean University has also acquired Respondus
Lockdown Browser and Respondus Monitor™ 2 for
Kean Online proctoring. This software is offered at no
additional cost to the students. Respondus Monitor™
offers on-demand online proctoring and identity
verification for selected assessments. The purpose of
the proctoring is to authenticate the identity of the
student enrolled in the online class. A proctored
assessment is a test taken under the supervision of a
qualified person or with the use of an electronic device
that allows a qualified person to monitor the student’s
activity. All proctoring sessions are recorded, and the
data includes video, audio, and keystroke information.
Please see:
●

Appendix 1.1 Purchase Order for Respondus
Lockdown Browser and Respondus Monitor

The Dean of the School of Online Education has direct
responsibility for the application of student identity
verification procedures. This is evidenced by the
official job description for each position.
Please see:
●

Appendix 1.2 Dean of Online Education Job
Description.

1

2009 WCET Best Practices to Promote Academic Integrity in Online Education: https://wcet.wiche.edu/wpcontent/uploads/sites/11/2021/07/Best-Practices-Promote-Academic-Integrity-2009.pdf
2
Respondus™ Website: http://www.respondus.com/products/monitor/

MSCHE | Institutional Compliance Report

2

2. Policies and/or procedure(s) regarding the
protection of privacy (i.e. FERPA) for
students enrolled in distance education and
correspondence courses

Published information on password security and
processes for changing and resetting passwords are
located on the following weblink and PDF:
https://www.kean.edu/media/how-reset-keanwise-password

The Registrar’s Office, Office of Student Accounting,
and OCIS disclose policies and procedures pertaining
to FERPA compliance.
Please See:
Registrar’s Office link to FERPA Policy
https://www.kean.edu/offices/policies/family-educationalrights-and-privacy-act-ferpa

Release of Financial Records/FERPA Policy
https://www.kean.edu/offices/student-accounting/studentaccounting-policies#release-of-financial-records
OCIS website includes a link to FERPA Policy
https://www.kean.edu/offices/computer-and-informationservices/ocis-documentation
OCIS: Computer Related Acceptable Use Policy
http://www.kean.edu/~ocisweb/PDF%20files/FERPA%20Policy.pd
f
Appendix 1.3 How to Reset Keanwise Password
Appendix 1.4 FERPA Online Student Educational Records Release
Form (Keanwise)

3. Procedure(s) for notifying students at the
time of registration or enrollment about any
projected additional charges associated
with student identity verification including
any required travel to campus. Evidence
should include URLs, catalogs, student
handbooks, and other locations of any
alternative institutional website
documenting required disclosures

N/A – There are no additional charges associated with
student identity verification.

Explanation if a compliance requirement is not relevant for your institution:
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2. Transfer of Credit Policies and Articulation Agreements
Evidence to Demonstrate Compliance:
1. Policies and procedures
for making decisions
about the transfer of
credits earned at other
institutions (regardless
of modality) including
any types of institutions
or sources from which
credits are not accepted.
*Demonstrate public
disclosure of policy by
URL, catalog, or other
public location

For evidence of written policies and procedures for transfer credit
evaluation, please see:
● Kean University’s Summary of Transfer Credit Policies:
http://kean.smartcatalogiq.com/en/2021-2022/UndergraduateCatalog/Academic-Standards-Policies-and-Procedures/TransferCredit-Policies

● Graduate Transfer of Credit Request Form:
https://www.kean.edu/media/transfer-credit
Written policies and procedures exist for transfer credit evaluations
from credits earned (in all delivery modalities) in the following
categories:

1. Alternative Forms of College Credit: Credits from
C.L.E.P., N.Y.U. Foreign Language Exams, A.P.. and other
alternative forms of college credit, when included as part of
an A.A. or A.S. degree from a New Jersey Community
College will be awarded in the same manner as the county
college, however, an official score report from the
evaluating agency (College Board, NYU) must be sent to
Kean prior to the awarding of credit. For all other transfer
students taking these exams prior to their admission to
Kean, credit will only be awarded if the program
requirements accommodate those credits within the
curriculum. An official score report from the evaluating
agency (College Board, NYU) must be sent to Kean prior to
the evaluation and the awarding of credit. See Credit by
Exam policy in catalog:
http://kean.smartcatalogiq.com/2021-2022/UndergraduateCatalog/Academic-Standards-Policies-andProcedures/Credit-By-Exam-Policies-AP-CLEP
See CLEP Course Equivalencies:
https://www.kean.edu/media/kean-university-clep-courseequivalencies
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2. NJ State Community Colleges: A state-wide articulation
agreement exists through “NJ Transfer” and encompasses
all modes of instructional delivery. It is designed to assist
students interested in transferring from a New Jersey
community college to a participating four-year institution
within the State.
Please see:
● NJ State Comprehensive State-Wide Transfer
Agreement (Adopted by NJPC – 9/22/08):
http://www.state.nj.us/highereducation/PDFs/XferAgreeme
ntOct08.pdf
● NJ Transfer Website: http://www.njtransfer.org/
3. College Credits from United States Post-secondary
Institutions: College credits from United States postsecondary institutions which are accredited by one of the
six Regional Institutional Accrediting Organizations:
Middle States Associations of Colleges and Schools,
Northwest Commission on Colleges and Universities, North
Central Association of Colleges and Schools, New England
Association of Schools and Colleges, Inc., Southern
Association of Colleges and Schools, and Western
Association of Schools and Colleges are evaluated by
Degree Audit Specialists within the Office of the Registrar.
Transfer credit may be awarded from unaccredited
institutions or from institutions which are accredited by
national accrediting organizations after a review by the
coordinator/department chairperson/executive director of
the academic program in which the student is currently
enrolled.
Course equivalencies are determined after a review and
comparison of available course descriptions. When course
descriptions are not readily available, students must provide
this information or a course syllabus to their respective
Degree Audit Specialist in the Office of the Registrar for
consideration. New Jersey community college coursework
equivalencies are determined using these same parameters
and are published on the www.njtransfer.org website.
4. Any college credit earned at a non-US institution: These
credits are evaluated by an evaluation service that is a
member of National Association of Credit Evaluation
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Services (N.A.C.E.S). These services have no affiliation
with Kean University. A listing of the member evaluation
services, and additional information can be obtained by
visiting http://www.naces.org/ .
Public Disclosure of Transfer of Credit Policies:
●

2021-2022 Undergraduate Catalog

http://kean.smartcatalogiq.com/2021-2022/UndergraduateCatalog/Academic-Standards-Policies-andProcedures/Transfer-Credit-Policies
●

2021-2022 Graduate Catalog

http://kean.smartcatalogiq.com/2021-2022/GraduateCatalog/Academic-Standards-Policies-andProcedures/Transfer-Credit
●
Kean University’s Summary of Transfer Credit
Policies:
https://www.kean.edu/media/transfer-credit-policies
●
Kean University Transfer Admissions Website:
http://www.kean.edu/admissions/transfer-admissions

Transfer Credit Evaluation:
http://www.kean.edu/admissions/transferadmissions/transfer-credit-evaluation
Graduate Transfer of Credit Request Form
https://www.kean.edu/media/transfer-credit
NJ Transfer Website: http://www.njtransfer.org/
National Association of Credit Evaluation Services
(N.A.C.E.S): http://www.naces.org/
Office(s) Responsible for the Final Determination of the
Acceptance or Denial of Transfer Credit:
Within the Office of Enrollment Management, Kean University’s
Admissions Department is responsible for all transfer credit
evaluations.
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Kean University Transfer Admissions Website
https://www.kean.edu/offices/admissions/transfer
Transfer Credit Evaluation (Initial Transfer):
http://www.kean.edu/admissions/transferadmissions/transfer-credit-evaluation
Transfer Credit Evaluation (Current and Newly Admitted
Transfer Students):
https://www.kean.edu/offices/admissions/transfer/transfercredits-updates-and-appeals
Kean Ocean (Additional Location) also has a branch office that
handles admission and credit evaluations for transfer, readmit and
second baccalaureate degree students for those baccalaureate degree
completion programs offered on the Ocean County College campus
in Toms River, NJ. Policies and procedures align with those of the
main campus.
●

2. Demonstrate public
disclosure of the list of
institutions with which the
institution has established
an articulation agreement by
URL and other public
locations, if any

Kean Ocean- Office of Transfer Admission:
https://www.kean.edu/ocean/kean-ocean-transfer-admission

A state-wide articulation agreement exists through NJ Transfer and
encompasses all modes of instructional delivery. It is designed to
assist students interested in transferring from a New Jersey
community college to a participating four-year institution in the
State.
●

NJ Transfer Website: http://www.njtransfer.org/

Additional transfer and articulation agreements are located on the
following website:
● http://www.kean.edu/admissions/transferadmissions/agreements.
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3. Policies and procedures
for making decisions about
credit for prior learning
experience including
service in the armed forces,
paid or unpaid
employment, or other
demonstrated competency
or learning. Demonstrate
public disclosure of policy
by URL, catalog, or other
public location

Policies and Procedures for making decisions about credit for
prior learning.
●

Assessment of Experiential Learning
http://kean.smartcatalogiq.com/2021-2022/UndergraduateCatalog/Academic-Standards-Policies-andProcedures/Assessment-of-Experiential-Learning

● Link to Student Manual for Assessing Experiential
Learning
●

https://www.kean.edu/mediaassessment-experientallearning-program
Veterans’ Student Services
https://www.kean.edu/offices/veteran-student-services

*If possible, institutions should use the same URL as the institution uses for Student Right to Know. The URL
provided here should match what is submitted for the Student Achievement Webpage as reported in the Annual
Institutional Update (AIU).

Explanation if a compliance requirement is not relevant for your institution:

3. Title IV Program Responsibilities
Evidence to Demonstrate Compliance:
1. The most recent three-year Official Cohort
Default Rate. If applicable, submit reports on
compliance from the USDE in regard to the
cohort default rate, including any default
reduction plans

The most recent three-year cohort default rates
supplied by the U.S. Department of Education (U.S.
DOE) are in compliance with Title IV program
responsibilities (< 30%) and are as follows:
2020 (3 Year Official) = September 2023
2019 (3 Year Official) = September 2022
2018 (3 Year Official) = 5.7%
2017 (3 Year Official) = 7.8%
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2016 (3 Year Official) = 6.9%
2015 (3 Year Official) = 7.5%
2014 (3 Year Official) = unavailable
2013 (3 Year Official) = 5.6%
2012 (3 Year Official) = 6.1%
2011 (3 Year Official) = 10.4%
2010 (3 Year Official) = 8.6%
2009 (3 Year Official) = 7.5%
For formal documentation, please see:
https://www2.ed.gov/offices/OSFAP/defaultmanage
ment/cdr.html#table
●

Appendix 3.1: Cohort Default Rates (2018,
2017, 2016)

●

Appendix 3.2: Default Rate History

Reports on Compliance from the U.S.
Department of Education in Regard to the Cohort
Default Rate:
N/A - Only schools with a cohort default rate equal
to or greater than 30% are identified as noncompliant and are required to establish a default
prevention task force to prepare a plan of action to
lower the rate.
Please see:
●

2. Financial Responsibility Composite Scores for
the three most recent fiscal years. For clarity,
this information may be presented as a table.
(private and for-profit institutions only)

Federal Student Aid Office of U.S.
Department of Education Website for
policies, procedures, and documentation on
official cohort default rates for schools:
http://www2.ed.gov/offices/OSFAP/default
management/cdr.html

N/A - Not applicable to public state institutions.

MSCHE | Institutional Compliance Report

9

3. Letter or notification confirming the
institution’s status as a public institution from
an appropriate official from a state or other
governmental agency with the legal authority
to make such a designation (public institutions
only)

Please see:

4. Final Program Review Determination Letter or
Expedited Determination Letter and any major
correspondence from the most recent program
review since the institution’s last Verification
of Compliance Review. If a program review
is in process or an audit is underway, provide
major documentation that is available such as
Notification for the Program Review or
Preliminary Findings. The institution should
provide status reports or documentation if it
has requested an extension or filed an appeal

There are no limitations, suspensions, or termination
actions that the U.S. Department of Education has
taken.

●
●
●

Appendix 3.3 U.S. DOE Program Review
Report (March 1, 2016)
Appendix 3.4 Kean University Response to
the U.S. DOE (April 28, 2016)
Appendix 3.5 U.S. DOE Response to Kean
University (December 12, 2016)

This can be verified by reports posted on the Federal
Student Aid School Fines Report (2010-2019):
https://studentaid.gov/data-center/school/fines-andfindings
Please see:

● Appendix 3.3 U.S. DOE Program Review
Report (March 1, 2016)
● Appendix 3.4 Kean University Response to
the U.S. DOE (April 28, 2016)

● Appendix 3.5 U.S. DOE Response to Kean
University (December 12, 2016)
5. Single Audit (OMB-Circular A-128; OMB
Circular A-133, 2 CFR 200 Subpart F;
Uniform Guidance) on federal programs for
the most recent three fiscal years available
(non-Profit institutions only)

Not applicable.

6. Relevant correspondence from the USDE,
since the institution’s last Verification of
Compliance Review, such as any actions to
limit, suspend, or terminate the institution’s
eligibility to participate in Title IV programs,
including institutional response, if applicable.

Not applicable.
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Explanation if a compliance requirement is not relevant for your institution:

4. Institutional Records of Student Complaints
Evidence to Demonstrate Compliance:
1. Policy and/or procedures for
student complaints. Include
the URL and any other
public location where these
documents are made
available to students and the
public

Written descriptions of the policies and methods used in handling
student complaints are provided below.
Academic/ Registration:
Grade Grievance Information:
●

https://www.kean.edu/offices/policies/problem-solvingprocedures

Graduate Catalog

●

http://kean.smartcatalogiq.com/2021-2022/GraduateCatalog/Academic-Standards-Policies-and-Procedures/GradeGrievances

Undergraduate Catalog
●

http://kean.smartcatalogiq.com/2021-2022/UndergraduateCatalog/Academic-Standards-Policies-and-Procedures/GradeGrievances

Other Written Descriptions of the Policies and Methods Used in
Handling Student Complaints:
●

https://www.kean.edu/offices/registrars-office/registrars-formsand-policies

●

https://www.kean.edu/media/student-complaint-form

●

https://www.kean.edu/media/kean-university-school-onlinelearning-sara-policy

Financial:
●

Refund and Return to Title IV Funds Disclosures:
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https://www.kean.edu/offices/student-accounting/studentaccounting-policies
●

Financial Aid Appeal Process and Forms and Withdrawal
Information and Procedures:
http://www.kean.edu/offices/financial-aid/satisfactoryacademic-progress-policy

●

Financial Aid Forms: https://www.kean.edu/offices/financialaid/financial-aid-forms
Student Accounting Billing Dispute:
http://www.kean.edu/offices/student-accounting/billingdisputes

●

Discrimination & Harassment:
●

Affirmative Action: http://www.kean.edu/offices/affirmativeaction

●

Sexual Harassment Policy:
https://www.kean.edu/titleix

●

Sexual Assault, Misconduct & Violence:
https://www.kean.edu/offices/policies/sexual-misconduct-policy

Student Affairs:
●

Student Code of Conduct - Policies and Procedures:
http://www.kean.edu/offices/community-standards-andstudent-conduct/code-conduct

●

Office of Community Standards and Student Conduct Online Incident Report System:
https://publicdocs.maxient.com/incidentreport.php?KeanUniv

●

Problem Solving Procedures
https://www.kean.edu/media/kean-university-school-onlinelearning-sara-policy

Academic/ Registration:
Academic complaints are carefully reviewed as received by the
academic unit (program, school, college, and the Office of the Provost
and Vice President for Academic Affairs). In the case of complaints
related to the assignment of final grades, the student is referred to the
existing grade grievance policy and, if necessary, guided through the
process by an Academic Advisor, Program Coordinator, Chair,
Executive Director or Dean. All other complaints are reviewed at the
point of receipt by the Program Coordinator, Chair, Executive
Director, Dean or Office of the Provost and resolved on an individual
basis. Resolutions include arranging advisement for the student in
his/her academic major, meeting with an individual faculty member
to discuss relevant issues and remediation options, consideration of
curriculum or course scheduling changes in academic programs, and
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university-wide policy changes.
For the Grade Grievance Policy, please see:
● 2021-2022 Undergraduate Catalog:
http://kean.smartcatalogiq.com/2021-2022/UndergraduateCatalog/Academic-Standards-Policies-and-Procedures/GradeGrievances
●

2021-2022 Graduate Catalog:
http://kean.smartcatalogiq.com/2021-2022/GraduateCatalog/Academic-Standards-Policies-and-Procedures/GradeGrievances

The Registrar’s Office proactively reviews all correspondence—
including catalog content, 3 website messages, emails, and phone call
campaigns—to ensure the messages are factually correct and
professional. When complaints arise, an internal process begins to
review (a) published policies/procedures, (b) message and tone of
correspondence, and (c) effectiveness of the staff. Appropriate action
is taken to correct problems identified in the review.
Financial Aid:
As a result of student complaints, the Financial Aid Office regularly
assesses and improves upon existing communications to students
across all communication modalities (e.g. Financial Aid Website,
electronic notifications, and student advising in both group and
individual settings).
Student Accounting:
Procedures for changes/improvements to department operations as a
result of student disputes are documented in the Office of Student
Accounting Policies and Procedures Manual, revised 2016.
Please see:
●

Appendix 4.1 Office of Student Accounting Policies and
Procedures (July, 2016), pp. 25-27.

Discrimination & Harassment:
Written procedures are defined by Federal and State Laws, Policies,
and regulations which are strictly adhered to by Kean University.
Please see:
●

3

Kean University’s Affirmative Action Web Page:
http://www.kean.edu/offices/affirmative-action

The Registrar’s Office reviews catalog content in collaboration with the Provost’s Office.
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Student Affairs:
Student Affairs manages student concerns with a systematic
procedure that proactively addresses both miscellaneous and thematic
concerns. The patterns of concerns include campus safety, dining
services, student life, and compliance with the Code of Conduct.
Many areas of concern have designations that are reviewed by the
Office of the Vice President for Student Affairs and assigned for
resolution. Policies guide students and staff through a resolution
process, as determined by the Office of the Vice President for Student
Affairs. [Note: If reflecting this area in an appendix, forwarded are
the updated specific areas of complaint and their respective systems -click here]
2. Public location of contact
information that the
institution provides enrolled
and prospective students for
filing complaints with the
institution’s accreditor and
with its State approval or
licensing entity and any
other relevant state official
or agency that would
appropriately handle a
student’s complaint. Include
the URL and any other
public location, if any

The public information for enrolled and prospective students to file
complaints with the institution's accreditor and relevant agencies is
found on the Student Right to Know and Office of Accreditation and
Assessment webpages:
●
●

https://www.kean.edu/offices/accreditation-andassessment/student-right-know
https://sites.google.com/a/kean.edu/accrediting-agencies/

Explanation if a compliance requirement is not relevant for your institution:
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5. Required Information for Students and the Public
Evidence to Demonstrate Compliance:
1. URLs, catalogs and student handbooks, and
other public locations of any alternative
institutional website documenting required
disclosures of graduation, completion,
licensure pass rate, and other data required by
Student Right to Know*, as well as policies on
Satisfactory Academic Progress (SAP),
refund, withdrawal, leave of absence, and
attendance

All required items can be accessed via a centralized
web page that is linked directly from the main Kean
University home page. This includes the URLs and
supporting documentation for the following:

1. graduation and completion rate for the student

2.
3.
4.
5.
6.
7.
8.
9.

body disaggregated by gender, ethnicity, and
receipt of Pell grants
overall cohort graduation rate
process for withdrawing as a student
cost of attendance (i.e. net tuition calculator)
policies on the refund and return of Title IV
funds
names of applicable accrediting agencies
description of facilities and accommodations
available for the disabled
policy on enrollment in study abroad
licensure pass rates for the most recent threeyears

Please see:
●
Consumer Information Web Page:
https://www.kean.edu/offices/financialaid/consumer-information
●
Student Right to Know Web Page:
http://www.kean.edu/offices/accreditationand-assessment/right-to-know
The policies covering satisfactory academic
progress (SAP) are located on the Financial Aid web
site and the University Catalog.
Please see:
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●
Satisfactory Academic Progress Policy:
http://www.kean.edu/offices/financial-aid/satisfactoryacademic-progress-policy
●
2021-22 Undergraduate Catalog:
http://kean.smartcatalogiq.com/20212022/Undergraduate-Catalog/FinancialInformation/Financial-AidInformation/Satisfactory-Academic-Progressfor-Financial-Aid
●
2021-22 Graduate Catalog:
http://kean.smartcatalogiq.com/20212022/Graduate-Catalog/FinancialInformation/Financial-AidInformation/Satisfactory-Academic-Progressfor-Financial-Aid
The policies covering attendance are located on the
University Policies web page and in the University
Catalogs.
Please see:
●
University Policies Web Page:
http://www.kean.edu/policies
o
New Student Attendance
Policy:
http://www.kean.edu/policies/newstudent-attendance-policy
●
2021-2022 Undergraduate Catalog:
http://kean.smartcatalogiq.com/20212022/Undergraduate-Catalog/AcademicStandards-Policies-andProcedures/Attendance-Policy
●
2021-2022 Graduate Catalog:
http://kean.smartcatalogiq.com/20212022/Graduate-Catalog/Academic-StandardsPolicies-and-Procedures/Attendance-Policy
The policy covering a leave of absence is located on
the University Policies web page and in the University
Catalogs.
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Please see:
●
University Policies Web Page:
http://www.kean.edu/policies
o
Leave of Absence Policy:
http://www.kean.edu/policies/leaveof-absence
●
2021-2022 Undergraduate Catalog:
http://kean.smartcatalogiq.com/20212022/Undergraduate-Catalog/AcademicStandards-Policies-and-Procedures/Leave-ofAbsence
●
2021-2022 Graduate Catalog:
http://kean.smartcatalogiq.com/20212022/Graduate-Catalog/Academic-StandardsPolicies-and-Procedures/Leave-of-Absence
2. URLs, catalogs and student handbooks, and
other public locations of any alternative
institutional website documenting disclosure
of program completion eligibility to meet
State licensure requirements including States
for which the curriculum meets and does not
meet State eligibility requirements, and for
which eligibility has not been determined

Kean University’s program curriculums meet the
requirements of the state of New Jersey. Kean
University has not made a determination of the same
for other states and advises students to contact
officials of the state of their interest for the licensure
requirements of that jurisdiction.
Additional information may also be available on the
specific program website:
●

https://kean0my.sharepoint.com/:x:/g/personal/macharya_
kean_edu/EQyIq6J4dcxNqazvJ9GhQsoBR51
QjiMrgBG8YPbcl1mEBg?e=LFJWxX

This information is listed on the student right to know
website:
●

https://www.kean.edu/offices/accreditationand-assessment/student-right-know
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3. Documents and URLs for clear and accurate
information wherever accreditation is
referenced available to current and
prospective students that show the
accreditation phase and accreditation status
with the Middle States Commission on
Higher Education as well as the contact
information for the Commission

Kean University lists information regarding
accreditation on the Office of Accreditation and
Assessment website, the link to this office is on the
main subheader for the Kean.edu website:
●

https://www.kean.edu/offices/accreditationand-assessment/middle-states-informationand-publications

This information is also included for both prospective
students and current students in the 2021-2022 catalog
which links to the Office of Accreditation and
Assessment website: Undergraduate and Graduate.
4. Provide an explanation for how the institution
verifies that the posted student outcomes data
are accurate

Three times each year, January, May, and August, the
Office of Institutional Research (OIR) extracts the
degree award data from Kean's student information
system Colleagues. Besides comparing the total
number of degrees conferred with the Registrar
Office, the OIR checks the data using reasonable
logic, e.g., if the completed hours are less than the
required 120 for the undergraduate level students if
the degree types and majors are authorized for Kean
to offer. The Office will send these outliers/errors, if
found, to the Registrar Office and/or the Vice
President for Academic Affairs for verification. After
the cleaning and verification process is completed, the
OIR submits the unit record data to the NJ State
Office of the Secretary of Higher Education for
approval. The outcome-related reports to the U.S.
Department of Education’s National Center's
Integrated Postsecondary Education Data System
(IPEDS), Completion Survey, Graduation Survey,
Graduation 200 Survey, and Outcome Measurement
Survey, are based on the State approved degree data.
All the posted student outcomes are consistent with
the information that Kean reports to the IPEDS.

*Many institutions create a single portal page on the institution’s website that provides hyperlinks to disclosure
information (Consumer Information Page, Student Right to Know, HEOA, Fast Facts, At A Glance, etc.). This is the
recommended approach as it facilitates the review by the Commission since it consolidates the information in one
place and meets multiple accountability requirements at one time.

MSCHE | Institutional Compliance Report
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Explanation if a compliance requirement is not relevant for your institution:

6. Standing with State and Other Accrediting Agencies
List of Evidence to Demonstrate Compliance:
The names of other accreditors, program(s) it
accredits, and year of next review are listed on the
following webpage for the Office of Accreditation
and Assessment.

1. Names of other accreditors, program(s) it
accredits, and year of next review

●

2. Documents and URLs available to current and
prospective students that show the most recent
updated degree granting authority, charter, or
license with an appropriate jurisdiction and the
current accreditation status with other USDE
recognized accrediting agencies

https://sites.google.com/a/kean.edu/accrediti
ng-agencies/

The documents and URL’s available to current and
prospective students that show the most recent
updated degree-granting authority, charter, or license
with appropriate jurisdiction and the current
accreditation status with other U.S. DOE recognized
accrediting agencies is listed on the following
webpage for the Office of Accreditation and
Assessment.
●

https://sites.google.com/a/kean.edu/accrediti
ng-agencies/
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3. Report from State or other accreditor if
institution has been found noncompliant
(including institutional response) within the last
five years

Any reports from State or other accreditor if the
institution has been found noncompliant (including
institutional response) within the last five years are
listed on the following webpage for the Office of
Accreditation and Assessment.
●

https://www.kean.edu/offices/accreditationand-assessment/middle-states-informationand-publications

Explanation if a compliance requirement is not relevant for your institution:

7. Written Arrangements
Evidence to Demonstrate Compliance:
1.

List of current written agreements, including the
name of third-party and educational program(s)
involved, and date of Commission approval

N/A – There are no contractual arrangements with an
organization that is not certified to participate in the
Title IV, HEOA programs where 25% or more of a
program is being offered.
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2.

Documents and/or URLs available to current
and prospective students that describe written
arrangements including: the name of the
educational program(s) involved; the portion of
the educational program not provided by the
institution; the name and location of the other
unaccredited or ineligible third-party providers;
and the method of delivery and estimated
additional costs of that portion of the program

N/A – There are no contractual arrangements with an
organization that is not certified to participate in the
Title IV, HEOA programs where 25% or more of a
program is being offered.

Explanation if a compliance requirement is not relevant for your institution:

8. Assignment of Credit Hour
Institutions must provide the following information and evidence:
Documents, Policies, and Procedures
1. Policy and procedures for
credit hour assignment
covering for all types of
courses (including studio,
internships, laboratory,
practica, etc.), disciplines,
programs, degree levels,
formats, and modalities of
instruction (including hybrid
and online). Include each
policy that documents the
assignment of credit hours
specific to the types noted
above. The following should

Kean University’s semester credit hour policy is derived from the
New Jersey Administrative Code: Title 9A - Higher Education
(Appendix 8.1 p. 5) and is articulated as follows:
SEMESTER CREDIT HOUR
As defined by the New Jersey Administrative Code Title 9AHigher Education, “Semester credit hour” represents 50 minutes
of face-to-face class activity each week for 15 weeks (or the
equivalent attained by scheduling more minutes of face-to-face
class activity per week for fewer weeks in the semester) in one
semester complemented by at least 100 minutes each week of
laboratory or outside assignments (or the equivalent thereof for
semesters of different length). The code further specifies that this
hour-for-hour method of calculation is not required for certain
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be clearly indicated:
o

o

o

Academic period (e.g., 15
weeks plus one-week exam
over two semesters);
Recommended instructional
time (e.g., three 50-minute
sessions or two 75-minute
sessions per week);
Recommended out-of-class
time requirements (e.g., twice
in-class time).

types of courses, such as independent study, distance learning or
blended (or hybrid) learning.

This policy is located in the University’s Undergraduate and
Graduate Catalogs which are published online.
Please see:
●

Appendix 8.1 New Jersey Administrative Code: Title 9A Higher Education (p. 5)

●

New Jersey Administrative Code: Title 9A - Higher
Education:
https://www.state.nj.us/highereducation/documents/pdf/Li
censure/LicensureRules.pdf (p. 5)

●

Kean University 2021-2022 Undergraduate and Graduate
Catalogs:
https://www.kean.edu/offices/academic-affairs/catalog

●

2. URLs, catalogs, student
handbooks, and other
locations of any alternative
institutional website
documenting required
disclosures.

For Hybrid Courses please see (UCC Manual, (Revised
2021, p.82).

Please see:
●

Appendix 8.1. New Jersey Administrative Code: Title 9A
- Higher Education (p. 5)

●

New Jersey Administrative Code: Title 9A - Higher
Education:
http://www.nj.gov/highereducation/documents/pdf/Licens
ure/LicensureRules.pdf (p.5)

●

Kean University 2021-2022 Undergraduate and Graduate
Catalogs:
https://www.kean.edu/offices/academic-affairs/catalog

3. Evidence that the institution’s
credit hour policies and
procedures applied
consistently across the full
range of institutional
offerings. If the institution is
required to obtain approval
from the relevant State

A. New Course and Program Approvals
Evidence of procedures used to monitor compliance with the
credit hour policy exists in the University Curriculum Committee
(UCC) Procedures Manual (Appendix 8.2) developed by the UCC
of the University Senate and are articulated as follows:
The procedure for ensuring adherence to this credit hour policy
across the curriculum occurs in two stages of the curriculum
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Department of Education,
compliance with this
requirement should be
documented.

process as follows:
Stage 1: Review of credit hours take place at the course-level
through verification by the College Curriculum
Committee. Evidence of review is demonstrated on the
appropriate course recommendation transmittal form. (Appendix
8.3 A-C).
Stage 2: Review of credit hours take place at the program-level
through verification by the University Curriculum Committee
(UCC). Evidence of review is demonstrated by ensuring all
courses within the proposed program were reviewed by the
College Curriculum Committee (and therefore were examined for
adherence to the credit hour policy) (UCC Manual, (Revised 2021,
p.6).
Please see:
●

Appendix 8.2 University Curriculum Committee (UCC)
Procedures Manual, (Revised 2021), p. 6.

●

Appendix 8.3 University Senate Course and Program
Transmittal Forms as sample approval documentation.
8.3A Course Transmittal Form
8.3B General Education Transmittal Form
8.3C Distance Learning Transmittal Form

●

See also item 8.1 above for the New Jersey
Administrative Code
http://www.nj.gov/highereducation/documents/pdf/Licens
ure/LicensureRules.pdf (p.5)

B. Academic Program Reviews
As referenced in the University’s 2017 Periodic Review Report,
the Academic Program Review Guidelines (Appendix 8.4) were
revised through a shared governance process and were approved
by the Board of Trustees on March 6, 2017 (Appendix 8.5). The
revised procedures for review include a component on the
assignment of credit hours as follows:
“10. Review Kean University’s Semester Credit Hour Policy...
Provide a brief statement on methods employed to ensure
adherence to the policy with respect to courses” (Kean
University Program Review Guidelines, 2017 and updated
2020 p. 6).
As a result of this revision, program reviews provide evidence that
the University’s credit hour policy was reviewed and utilized to
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determine compliance (effective Fall 2017).
Please see:
●

Appendix 8.4 Kean University Program Review
Guidelines, 2017/updated 2020, p. 6.

●

Appendix 8.5 Board of Trustees Approval (March 6,
2017).

●

See also item 8.1 above for the New Jersey
Administrative Code
http://www.nj.gov/highereducation/documents/pdf/Licens
ure/LicensureRules.pdf (p.5)

C. Registration Software/Systems
Kean University uses Colleague/Datatel, a secure Student
Information System (SIS), in accordance with the established
Semester Credit Hour policies. There is an established set of Class
Schedule Periods (see Appendix 8.6) with approved start/end
times that correspond to the Semester Credit Hour policy. In the
Colleague software, there are required fields for entering the
start/end times and number of credits for each course section in a
given term. Data is collected via spreadsheet and Course
Scheduling Worksheets (CSWs) and then entered and verified by
trained Registrar’s Office Scheduling Unit staff.
Please see:
●
●

Appendix 8.6 Class Scheduling Grid
Appendix 8.7 Office of the Registrar-Course Scheduling
Worksheets (CSWs)

D. Academic Calendars and/or Schedules, and Course
Matrices
The Kean University Academic Calendar is established by
committee using the approved Class Schedule Periods in
conjunction with the Semester Credit Hour policy to determine the
appropriate start and end date for a given semester.
Course scheduling occurs in two phases. During phase one, the
Course schedules for a given term are proposed by the Academic
Program using the established Scheduling Guidelines and
approved Class Schedule Periods. The Academic Program submits
proposed course schedules for the forthcoming academic term to
the respective Dean’s Office. Once the Dean’s Office approves the
course schedules, review is conducted by the Office of the Provost
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and Vice President for Academic Affairs if appropriate, and
schedules are submitted to the Registrar’s Office.
The Registrar’s Office reviews the proposed schedules to ensure
adherence to the established Scheduling Guidelines and approved
Class Schedule Periods. Once approved, the course schedule
spreadsheets are distributed to the Registrar’s Office Scheduling
Unit staff for data processing into Colleague/Datatel. During
phase two, all course additions, changes, and cancellations are
submitted by the Academic Program to the Dean’s Office via
Course Scheduling Worksheets (CSWs) for the term in question to
its respective Dean’s Office.
Once the Dean’s Office approves the CSWs using the established
Scheduling Guidelines and approved Class Schedule Periods,
review is conducted by the Office of the Provost and Vice
President for Academic Affairs if appropriate, and CSWs are
submitted to the Registrar’s Office. The Registrar’s Office reviews
the proposed CSWs to ensure adherence to the established
Scheduling Guidelines and approved Class Schedule Periods.
Once approved, the CSWs are distributed to the Registrar’s Office
Scheduling Unit staff for data processing into Colleague/Datatel.
Please see:
● Appendix 8.6 Class Scheduling Grid
● Appendix 8.7 Office of the Registrar-Course Scheduling
Worksheets (CSWs)
E. Documentation of adherence to credit hour requirements,
consistent with federal regulations, from a system, or
disciplinary organization; etc.
Face-to-Face Instructional Offerings
Documentation of adherence to credit hour requirements is
provided through the University Scheduling Guidelines.
Please see:
●

Appendix 8.8 Procedures for Class Scheduling

Online Instructional Offerings (Distance Education)
A detailed course map document has been developed for each
online course to demonstrate equivalency to the face-to-face
modality (e.g. student learning outcomes, assessment, student
credit hours, etc.).
Please see:
●
4. Processes used by the

Appendix 8.9 Distance Learning Course Map

Face-to-Face Instructional Offerings
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institution to review
periodically the application
of its policies and procedures
for credit hour assignment.

A. Processes:
Processes used by the institution to review periodically the
application of its policies and procedures for credit hour
assignment are provided in the previous section (items 3.C, 3.D,
and 3.E of this report).
B. Responsible Individual:
Kean University’s Office of the Registrar oversees policies and
processes for all instructional locations.
Online Instructional Offerings (Distance Education)
A. Processes:
To ensure academic quality of the courses to be delivered online, a
five step process has been developed bringing together the
standard course approval processes of Kean University with the
specific needs of online course development:
1. Academic unit recommendation for a course to be offered
using online instruction.
2. College recommendation for the course to be offered
online.
3. Distance Learning Committee of the University Senate
‘Provisional Recommendation’ for the course to be
offered online [Using a Distance Learning Transmittal
Form found in the University Curriculum Committee
(UCC) Manual, the course sponsor/author will update the
curriculum, utilizing the relevant guidelines, to obtain this
Provisional Recommendation].
4. Office of the Provost and Vice President of Academic
Affairs’ approval for the course to be offered online.
At this juncture, the curriculum is moved forward to the
Center for Online Learning for the Instructional Design
process.
5. After Instructional Design has been completed, the course
will be submitted to the Distance Learning Committee for
final recommendation to the University for adoption. If
approved, the course will be constructed and scheduled.
Please see:
●

Appendix 8.10 Guidelines for Provisional Approval of a
Distance Learning (DL) Course

●

Appendix 8.11 Distance Learning Committee: DL Code
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Instructional Design Evaluation Form
●

Appendix 8.12 Distance Learning Course Developers
Guide

B. Responsible Individual:
In support of Kean University’s 2013-2020 Strategic Plan:
Objective 1.2.3.1. “Hire a Director of Online Learning”, the
Institution filled the position on May 5, 2014 to provide
administrative oversight for the online delivery method. As stated
in the official job description for this position, “Under the
administrative direction of the Provost and Vice President for
Academic Affairs, the Director of Online Learning and
Professional Development provides long-term and day-to-day
management of online courses and programs offered by the
University”.
The Director (now the Dean of the School of Online Education)
organizes, plans, and directs initiatives in online learning; sets
goals and plans to implement online learning programs; and
develops policies and procedures in accordance with University
policies, goals and objectives.
Please see:
●

Appendix 1.2 Dean of Online Education Job Description.

Explanation if a compliance requirement is not relevant for your institution:
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Appendix 1.1 PO for Respondus Lockdown Browser and Monitor

Appendix 1.2 Dean The School of Online Education Job Description

Vice President of Academic Affairs
Dean: The School of Online Education
JOB SUMMARY
Reporting to the Senior Vice President for Transformational Learning & External Affairs leads
all academic aspects of the School of Online Education; serves as the Chief Academic Officer
of the School of Online Education; supervises faculty and works with students who need
assistance; and does related work as required.

EXAMPLES OF WORK
Planning, Direction and Online Education Management
•

•
•
•
•
•
•
•
•
•

Meets regularly with the Senior Vice President for Transformational Learning & External
Affairs, Provost and Vice President of Academic Affairs and College Deans to develop
and revise responsive plans for initiatives in online education and to revise online
curriculum.
Trains evaluates all faculty who are designated to teach online courses.
Works with faculty and other University constituents to explore and develop new online
offerings (graduate, undergraduate, other).
Manages a unified course format and packaging to provide students with seamless and
user-friendly online learning as they take different courses.
Establishes administrative policies and procedures for tracking students, potential
students and instructors.
Manages research initiatives related to departmental online learning.
Develops, administers and monitors the online learning budget.
Manages the scheduling of online course offerings.
Supervises a team of School of Online Learning support staff who perform a variety of
functions necessary for this initiative including those related to enrollment management,
instructional design and technology maintenance.
Collaborates with Enrollment Management in setting appropriate enrollment goals and
related initiatives to meeting those goals

Managing Faculty Support
•
•
•

Provides first line of contact and assistance for online faculty.
Manages and conducts training for online faculty in the development of online
instructional materials and online instructional methods, as needed.
Assists online faculty in obtaining and using instructional technology hardware and
software.
1

Appendix 1.2 Dean The School of Online Education Job Description

•
•
•
•
•

Manages the scheduling of the development and implementation of online courses.
Conducts assessments of faculty online teaching abilities, recommending opportunities
for improving those abilities.
Communicates with other University support services to coordinate support for online
faculty, students and potential students in an attempt to make the entire online learning
experience more user-friendly, effective and seamless.
Informs online faculty of program status.
Keeps abreast of new developments and research in online learning and shares this
information with the supervisor and faculty as appropriate.

Managing Student Support
•
•
•
•

Facilitates informational needs of students and potential students.
Provides for technological assistance for students.
Responds directly to online students’ concerns, and takes appropriate actions based on
these concerns.
Manages student support services for online students.

Managing Assessment and Reporting
•
•
•
•
•

Manages the assessment of student learning outcomes connected with academic programs
and the University mission, in an online environment.
Communicates all related parties about issues and events concerning the online programs.
Establishes and manages a program for the use of research-based evaluative criteria in the
assessment of online courses and programs.
Manages assessment efforts of online learning with the Office of Accreditation and
Assessment.
Prepares required reports and studies for programs in online learning; compiles and
summarizes data for review.

REQUIREMENTS
Education
Graduation from an accredited college with a Master’s degree.
Experience
Four years of professional experience as an administrator in higher education or other related
field required. Experience in the development of online and/or hybrid courses and in
conducting professional development in online learning is also required.
A Doctor of Philosophy degree or Doctor of Education degree may be substituted for two
years of the indicated experience.

2
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KNOWLEDGE, SKILLS AND ABLILITIES
•
•
•
•
•
•
•
•
•
•
•

Ability to establish cooperative working relationships with other offices or organizations
that impact on or relate to the work of the program.
Ability to develop and administer procedures which insure the appropriate confidentiality
of program records and activities.
Ability to establish cooperative working relationships with supervisors and staff.
Ability to develop, administer and monitor the program or unit budget.
Ability to develop and recommend division-wide and unit policies.
Ability to develop long and short range plans and goals for the division and/or unit.
Ability to prepare and/or direct the preparation of clear reports and studies that include
findings and recommendations.
Ability to prepare clear and detailed correspondence.
Ability to speak in public.
Ability to represent the University at conferences, seminars or meetings.
Ability to supervise and/or maintain essential records and files.

3

Appendix 1.3 PasswordSecurity2021

HOW TO RESET YOUR KeanWISE PASSWORD
FOR FACULTY, STUDENTS AND PROSPECTIVE STUDENTS.
•

•
•

•
•

•

FOR FACULTY CLICK ON THE FACULTY LINK.
o CLICK WHAT’S MY PASSWORD.
o CLICK I DON’T REMEMBER RESET MY PASSWORD.
o SELECT THE EMAIL ACCOUNT THAT ‘S ON FILE.
THE PASSWORD WILL THEN BE SENT TO THE EMAIL ACCOUNT YOU
SELECTED.
FOR STUDENTS CLICK ON THE STUDENT LINK.
o CLICK WHAT’S MY PASSWORD.
o CLICK I DON’T REMEMBER RESET MY PASSWORD.
o SELECT THE EMAIL ACCOUNT THAT ‘S ON FILE.
THE PASSWORD WILL THEN BE SENT TO THE EMAIL ACCOUNT YOU
SELECTED.
FOR PROSPECTIVE STUDENTS CLICK ON THE PROSPECTIVE STUDENT
LINK.
o CLICK WHAT’S MY PASSWORD.
o CLICK I DON’T REMEMBER RESET MY PASSWORD.
o SELECT THE EMAIL ACCOUNT THAT ‘S ON FILE.
THE PASSWORD WILL THEN BE SENT TO THE EMAIL ACCOUNT YOU
SELECTED.
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School Default Rates

Appendix 3.1 (2018,17,16)School Default Rates

School Default Rates
FY 2018, 2017, and 2016

Record 1 of 1

OPE
ID

School

KEAN UNIVERSITY
002622 1000 MORRIS AVENUE
UNION NJ 07083-7131

Type

Master's
Degree
or
Doctor's
Degree

Control

Public

PRGMS

FY2018

FY2017

FY2016

Default Rate

5.7

7.8

6.9

No. in Default

217

297

270

3783

3796

3869

16633

16820

17182

22.7

22.5

22.5

Both
No. in Repay
(FFEL/FDL)
Enrollment figures
Percentage Calculation

ENROLLMENT: To provide context for the Cohort Default Rate (CDR) data we include enrollment data (students enrolled at any time during the year) and a corresponding
percentage (borrowers entering repayment divided by that enrollment figure). While there is no direct relationship between the timing of when a borrower entered
repayment (October 1 through September 30) and any particular enrollment year, for the purpose of these data, we have chosen to use the academic year ending on the
June 30 prior to the beginning of the cohort year (e.g., FY 2018 CDR Year will use 2016-2017 enrollment).
Current Date : 03/08/2022

https://nslds.ed.gov/nslds/nslds_SA/defaultmanagement/cohortdetail_3yr.cfm?sno=0&ope_id=002622

1/1

3/9/22, 10:31 AM

CDR History List Page (KEAN UNIVERSITY)

Org Contact List | Org Search | Data Provider Schedule | Repayment Information | Cohort
GE Debt Measures
Type:

--- Select ---

Code:

Appendix 3.2 CDR History List
Page (KEAN UNIVERSITY)

Default Rate | School Profile | Organization Profile |
Retrieve

Name:

FSA ID: CHERYL.ZHANG.FSA1 logged on as: CHERYL ZHANG from KEAN UNIVERSITY / TG51277 / SC641PQ
Name: KEAN UNIVERSITY
Code: 00262200

Type: School

Status: OPEN
Address: 1000 MORRIS AVENUE
UNION, NJ 070837131

Cohort Default Rate History List
Fiscal
Year

Rate Type

Numerator

Denominator

Rate

Process Date

2019

3YR DRAFT

118

3667

3.2

01/29/2022

2018

3YR OFFICIAL

217

3783

5.7

08/07/2021

2018

3YR DRAFT

222

3783

5.8

01/30/2021

2017

3YR OFFICIAL

297

3796

7.8

08/08/2020

2017

3YR DRAFT

296

3795

7.7

01/25/2020

2016

3YR OFFICIAL

270

3869

6.9

08/03/2019

2016

3YR DRAFT

272

3870

7

01/26/2019

2015

3YR OFFICIAL

295

3928

7.5

08/18/2018

2015

3YR DRAFT

297

3929

7.5

01/27/2018

2014

3YR OFFICIAL

263

3727

7

08/05/2017

2014

3YR DRAFT

263

3728

7

01/28/2017

2013

3YR OFFICIAL

225

3957

5.6

08/06/2016

2013

3YR DRAFT

229

3960

5.7

01/23/2016

2012

3YR OFFICIAL

226

3655

6.1

08/08/2015

2012

3YR DRAFT

224

3640

6.1

01/24/2015

2011

2YR OFFICIAL

275

3002

9.1

07/27/2013

2011

2YR DRAFT

278

3003

9.2

02/23/2013

2011

3YR OFFICIAL

314

3006

10.4

07/26/2014

2011

3YR DRAFT

316

3005

10.5

01/11/2014

2010

2YR OFFICIAL

131

2652

4.9

08/04/2012

2010

2YR DRAFT

147

2655

5.5

02/11/2012

2010

3YR OFFICIAL

229

2649

8.6

07/28/2013

2010

3YR DRAFT

227

2650

8.5

02/24/2013

2009

2YR OFFICIAL

133

2470

5.3

07/30/2011

2009

2YR DRAFT

146

2484

5.8

01/16/2011

2009

3YR OFFICIAL

186

2466

7.5

08/05/2012

2009

3YR DRAFT

214

2471

8.6

02/12/2012

2008

2YR OFFICIAL

86

2459

3.4

07/31/2010

2008

2YR DRAFT

102

2460

4.1

01/02/2010

2008

3YR TRIAL

2007

2YR OFFICIAL

102

2301

4.4

08/01/2009

2007

2YR DRAFT

114

2302

4.9

01/03/2009

2007

3YR TRIAL

2006

2YR OFFICIAL

82

2120

3.8

08/02/2008

2006

2YR DRAFT

92

2120

4.3

01/05/2008

2006

3YR TRIAL

2005

2YR OFFICIAL

68

2132

3.1

07/28/2007

2005

2YR DRAFT

81

2131

3.8

01/06/2007

https://nsldsfap.ed.gov/nslds_FAP/secure/chrsch.jsp

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

04/14/2011

10/30/2009

10/29/2009

1/2

3/9/22, 10:31 AM

CDR History List Page (KEAN UNIVERSITY)
2005

3YR TRIAL

2004

2YR OFFICIAL

N/A
84

N/A
1961

N/A
4.2

10/29/2009
07/29/2006

2004

2YR DRAFT

87

1959

4.4

01/07/2006

2003

2YR OFFICIAL

73

1787

4

07/30/2005

2003

2YR DRAFT

74

1786

4.1

01/08/2005

2002

2YR OFFICIAL

110

1859

5.9

07/31/2004

2002

2YR DRAFT

110

1858

5.9

01/10/2004

2001

2YR OFFICIAL

78

1619

4.8

08/02/2003

2001

2YR DRAFT

79

1617

4.8

01/12/2003

2000

2YR OFFICIAL

154

1604

9.6

08/03/2002

2000

2YR DRAFT

155

1603

9.6

01/13/2002

1999

2YR OFFICIAL

88

1491

5.9

08/04/2001

1999

2YR DRAFT

87

1492

5.8

01/13/2001

1998

2YR OFFICIAL

100

1108

9

09/27/2000

1998

2YR DRAFT

100

1115

8.9

12/18/1999

1997

2YR OFFICIAL

117

920

12.7

08/28/1999

1997

2YR DRAFT

114

916

12.4

02/27/1999

1996

2YR OFFICIAL

114

891

12.7

09/26/1998

1996

2YR DRAFT

113

892

12.6

03/28/1998

1995

2YR OFFICIAL

76

762

9.9

09/27/1997

1995

2YR DRAFT

76

769

9.8

03/29/1997

1994

2YR OFFICIAL

56

470

11.9

11/02/1996

1994

2YR DRAFT

55

479

11.4

06/06/1996

1993

2YR OFFICIAL

39

337

11.5

01/14/1996

1993

2YR DRAFT

44

350

12.5

06/18/1995

The Cohort Default rates listed above may not reflect changes that have resulted from the Cohort Default rate challenge/adjustment/appeal processes.

PRIVACY ACT OF 1974 (AS AMENDED)

https://nsldsfap.ed.gov/nslds_FAP/secure/chrsch.jsp
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Appendix 3.3 U.S. DOE Program Review Report (March 1, 2016)

Appendix 3.4 Kean University Response to the U.S. DOE (April 28, 2016)

April 28, 2016
James McDonagh
Department of Education
School Participation Division – New York/Boston
5 Post Office Square – Suite 950-A, Ninth Floor
Boston, MA 02109
RE: Program Review Report Response - OPE ID: 00262200 - PRCN: 2015-301-29035
Dear Mr. McDonagh,
We are in receipt your findings from your visit to campus in June 2015, and provide the enclosed
institutional response to the Program Review Report received by Kean University on March 1, 2016. The
findings identified during the focused program review have been addressed. We are confident that the
findings have been resolved through the revision of institutional procedures, designed to prevent
reoccurrence.
The response contains narrative with descriptions outlining the measures taken by various offices to
identify and address each finding based on the required action described in the Program Review Report.
In addition, an audit of students required to complete Direct Loan Exit Counseling for the 2013-2014 and
2014-2015 award years was conducted. Please note, the requested outcome report of the audit is
enclosed; meanwhile, the spreadsheets containing Personally Identifiable Information (PII) were sent
according to instructions provided by the Department of Education.
We look forward to receiving the Final Program Review Determination Letter from the Department of
Education indicating that all findings have been thoroughly addressed and resolved. Kean University’s
Office of Financial Aid, with the support of the entire University administration, is committed to
providing funding to students according to strict adherence to federal, state and institutional
regulations. Thank you for your consideration and please let me know if I can be of any further
assistance.
Respectfully submitted,
Sherrell Watson-Hall
Director of Financial Aid

Kean University
OPE ID 002622
PRCN 2015-301-29035

Finding 1 Response
Summary
The Office of Student Accounting has carefully considered internal processes and the systematic issues
involved and has made improvements to our processes to provide better customer service to students
with regards to accessing the actual dates the funds are made available.
The summary of our response is as follows:
Email Notification / Remittance Advice – Our processes currently include sending a remittance advice via
email to students who have signed up for direct deposit. This email advises students of the date and
amount of the EFT transaction; the email is sent on the day the EFT transaction is made. We have also
expanded this process to include recipients of paper refund checks.
Disclosure Statement on Student Portal / Tuition Statement – A disclosure statement has been added to
the student portal to clearly explain that a refund voucher date is the date a refund has been initiated
on their behalf and may not be the actual check date. In addition, the disclosure statement provides
contact information for inquiries to obtain their actual check date.
Actual Check Dates Available in Our ERP System – The actual check date is available in our system and
can be provided to reviewers or auditors for future verification of compliance.

Resolution
Kean resolved Finding 1 through the following process improvement measures:
Current Refund Process
Once the financial aid funds have been transmitted to the student account, the refund process is
initiated by the Refund Unit within the Office of Student Accounting. The credit balance is offset by a
debit to the student account called “Financial Aid Refund” and is assigned a refund voucher number.
Per system operations, programming and functions, the voucher date is displayed on the student ledger
and not the actual date of the refund check. This process is done in the Ellucian Colleague “Student
Information System,” Kean University’s primary ERP system.

Figure 1 - Screenshot from Colleague Financials
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A voucher report is then submitted weekly by the Office of Student Accounting to the General
Accounting Office to process refunds within the same ERP system on a different module called
“Colleague Financials.” Both modules read information from one another and work cohesively.
For students who have signed up for direct deposit, the General Accounting Office will first process
Electronic Funds Transfers (EFTs). Subsequently, paper refund checks are printed for all other students
on the report who have not signed up for direct deposit. When the EFT transfers are completed, a
remittance advice is sent to the student that includes a refund amount and EFT date. Finally, paper
checks are mailed to the student.
Changes & Clarifications to Current Refund Process
Email Notification / Remittance Advice: Our processes currently include sending remittance advice via
email to students who have signed up for direct deposit. This email advises students of the date and
amount of the EFT transaction, which is sent on the day the EFT transaction is made. We have now
incorporated this process to also include recipients of paper refund checks.

Figure 2 - Sample of Remittance Advice for EFT Transactions

Figure 3 - Sample of Remittance Advice for Paper Refund Check Transactions

Disclosure Statement on Student Portal/Tuition Statement
For informative purposes, we have added an online disclosure statement for students that can be found
under “Account Activity.” The statement explains that a refund voucher date is the date a refund has
been initiated on their behalf and may not be the actual check date. In addition, the disclosure
statement provides contact information to obtain their actual check date and/or inquiries.
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Disclosure Statement:
*Please note that any refund date displayed on your student account indicates the date that a refund
was initiated on your behalf and NOT the actual check date. Any refund should be received by you within
14 days of the credit balance. For inquiries, please contact the Office of Student Accounting by
email billing@kean.edu.

Figure 4 - Disclosure Displayed on Student Portal on Account Activity

Actual Check Dates Available in Our ERP System
For clarification, we will indicate and display exactly how any student accounting/general accounting
administrator can access and retrieve the actual refund check/EFT date from the Ellucian Colleague
system.
A ledger exists for each student and an accurate record of the account is maintained in Ellucian
Colleague where all credits and debits can be seen for any particular student and reports can be
generated. This in essence is the “AR Subsidiary Ledger.”
For any student, a student ledger term summary can be found in form “ARTI” (AR Term Summary
Inquiry). When selecting a specific term, the system automatically opens form “ARAI” (AR Account
Inquiry). ARAI details any charges or credits to a student accounts, including refund vouchers.

Figure 5 - Screenshot of ARAI (AR Account Inquiry) showing Refund Voucher Date & Refund Voucher Number

To continue to view more details about the voucher, an administrator can select the “drilldown” icon
circled in red above. This will then automatically open a new form “PAYI” (Payment Inquiry).
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Figure 6 - Screenshot of PAYI (Payment Inquiry) showing Refund Voucher Information by Voucher Number

Here, the administrator can drilldown on the icon circled above in red for more information. The system
will now automatically open form “RFVI” (Refund Voucher Inquiry).

Figure 7 - Screenshot of RFVI (Refund Voucher Inquiry) Actual Check Date and Check Number Associated with the Voucher Number:

These changes to our processes and subsequent clarifications of our procedures meet the requirements
for accurate recordkeeping. Our processes now provide access to the actual check date for both
students and by auditors and reviewers so that compliance can be verified at any given time.

Finding 2 Response
Summary
The Office of Financial Aid reviewed the current process used to identify students who need to complete
the DL exit counseling to determine why students 3, 10, 27, 28, and 29 failed to receive an exit
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counseling notification. The method used by the Office of Financial Aid did not capture all students who
separated from the University from one term to the next. Students who ceased enrollment within the
award year were often omitted from the list of DL students requiring DL exit counseling. The method of
identifying these students has since been revised, with assistance from the University’s Office of
Computer Information Services, to capture all categories of students (graduating seniors, academically
dismissed, less than half-time, withdrawn) requiring the DL exit counseling.

Resolution
In addition, the Return to Title IV (R2T4) procedures were revised to include generating an electronic
notification to withdrawn students alerting them of the DL, Perkins and TEACH grant exit counseling
requirements if they received any of those awards at any point during their enrollment. A DL exit
counseling restriction preventing the student from further registration is now placed on their University
student account until the exit requirements have been satisfied.

Figure 8 - Screenshot of Account Restriction

As requested, an audit of the 2013-2014 and 2014-2015 award years of withdrawn or graduated
students was conducted. The revised query identified those students to who were not sent DL exit
counseling materials. The Office of Financial Aid has since sent notifications to all students who were
identified as not receiving prior communication of the need to complete the DL exit counseling. The
students were notified electronically as well as a physical letter being sent to the mailing address on file.
Additionally, a restriction was placed on the students’ accounts preventing them from accessing certain
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services within the University until electronic confirmation of the DL exit counseling is received by the
Office of Financial Aid. In addition, DL exit counseling was conducted for the following students: 3, 10,
27 and 28. DL exit counseling was not required for student 29 since the student resumed full-time
enrollment.
The Program Review response includes a spreadsheet containing the names, social security numbers
and the dates that the exit counseling materials were disseminated to those students who the University
identified through the internal audit, as requiring the DL exit counseling.
We are confident that the issues preventing withdrawn students from being identified as requiring the
DL exit counseling have been resolved. We piloted the revised query at the beginning of the 2015-2016
award year and found that in all cases, with the exception of students who withdrew during the term,
we were able to capture those students who failed to return between the spring 2015 term and the fall
2015 semester. The same query was run between fall 2015 and spring 2016 with the same outcome. As
stated above, the R2T4 procedures now include sending an electronic notification to students who
completely withdraw from the University after the start of the term. The notification is sent once the
R2T4 calculation is performed and the restriction remains on the student’s account until completion of
the DL exit counseling is confirmed.

Finding 3 Response
Summary
During the review, a sample of students for whom a Return to Title IV (R2T4) calculation was performed
during the 2013-2014 and 2014-2015 award years was selected. In the cases sampled, the Office of
Financial Aid consistently calculated and returned federal funds within the specified timeframe and
according to the methodology established by the Department of Education. However, a consistent issue
with regards to how the federal loan fees were adjusted for students who withdrew from all classes
after their aid had been disbursed was identified. Once the last date of attendance, semester charges,
and amounts and types of disbursed federal aid is entered into the DOE software, a percentage of how
much money the student earned and is eligible to be retained towards their term costs is calculated.
There is a specified order in which funds must be returned to the DOE for the unearned portion of their
aid.
When a student who withdrew from all courses was identified as not being eligible to keep a portion of
their federal loan disbursement, the Office of Financial Aid would reduce the student’s loan award for
the respective term in the “AIDE” screen in Ellucian Colleague. The adjusted loan award should reflect
the total amount the student was able to receive in loans minus any loan origination fees. All federal
loans are subject to loan origination fees, therefore, the gross amount reflects the total amount the
student is borrowing and has to be paid back, with the net amount being the actual amount applied to
the term costs. The review process identified that during the 2013-2014 and 2014-2015 years, the R2T4
adjustments performed by the Office of Financial Aid reduced loans for students based on the gross
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amount, therefore applying fewer funds to cover outstanding student charges than allowed to keep. In
all cases, the differences between the gross and net amounts did not adversely affect our students.

Resolution
The Office of Financial Aid revised the R2T4 procedure manual to prevent any further miscalculation of
loan awards, and was implemented prior to the start of the fall 2015 term. A R2T4 worksheet was
created to calculate the appropriate gross amount that should be entered in Ellucian Colleague to
disburse the correct net loan amount the student can retain; a copy of the worksheet is below. In
addition, a copy of the revised Office of Financial Aid R2T4 procedures is enclosed with the response.

Figure 9 - 2015 2016 R2T4 Worksheet
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Figure 10 - 2015-2016 Refund Reversal Worksheet for Loans

Finding 4 Response
Summary
The Office of the Registrar processes registration adjustments according to the University guidelines and
Withdrawal Policy. Requests for registration adjustments such as retroactive withdrawals are forwarded
to the Office of the Registrar by the College Deans. Upon receipt, information is verified for accuracy in
accordance with the University-Withdrawal Policy. Retro-withdrawal adjustment requests received
from the Deans’ Offices are processed by the Office of the Registrar using the last date of the term.
Retro-withdrawal approvals are based on unforeseen medical incapacitation, death of an immediate
family member, military service obligations and other unforeseen circumstances beyond a student’s
control.

Resolution
The Office of the Registrar makes every effort to process registration adjustments in the most efficient
and accurate manner adhering to strict compliance of our withdrawal guidelines and policies. A copy of
the detailed step-by-step process we adhere to is included in this report, which includes the sequencing
of dates to have uniformity between Ellucian Colleague and the NSLDS database. The process outlined
meets the requirements for reducing and ultimately eliminating any errors with NSLDS reporting
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through the National Student Clearinghouse. As requested, the enrollment data for Student 27 was
updated and the documentation is enclosed in the Program Review response.
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December 12, 2016

Dawood Y, Farahi, Ph.D.
President
Kean University
I 000 MOtTiS A venue
Union, NJ 07083-7131

RE:

UPS Tracking#: 1ZA879640293782527

Final Program Review Determ in ation
OPE ID: 0 0262200
PRCN: 2015-301 -2903 5

Dear Dr. Farahi:
The U.S. Department of Education's (Department's) School Participation Division - New
York/ Boston issued a program review report on March I, 20 I 6 covering Kean University's
(Kean) administration of programs authorized pursuant to Title IV of the Higher Education Act
of 1965, as amended, 20 U.S.C. §§ I 070 et~- (Title IV, HEA programs}, for the 2013-20 I 4
and 2014-2015 award years. The institution's final response was received on May 2. 2016
The School Participation Division - New York/ Boston has reviewed Kean's rcsponse(s) to the
Prol:,•ram Review Report. A copy of the program review report (and related attachments) and
Kean's response arc attached. Any supporting documentation submitted with the response is
being retained by the Department and is available for inspection b y Kean upon request.
Additionally, this Final Program Review Determination (FPRD), rel ated attachments, and any
supporting documentation may be subject to release under the Freedom of Infonnation Act
(FOIA) and can he provided to other overs ight entities after this FPRD is issued.
Kean's responses have resolved all findin gs. In addition, Kean has provided assurances that
the appropriate corrective actions have been taken to resolve and prevent future occurrences
of all findings. Therefore, Kean may consider the program review closed with no further
action required.
Program records relati ng to the period covered by this program review must he retained until the
later of: the resolution of the loan(s). claim(s) or expcnditure(s) questioned in the program
review [34 C.F.R. 668.24(e)(3}(i)] o r the end of the retention period applicable to the record
[34 C.F.R. G68.24(e)(l) and (e)(2)].
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1f you have any questions please call James McDonagh at 6 17-289-0078.

-----

Sincerely,

,

/\_<:' ~ ---_y>/) . "-/'1_.c.,__t ,
____, /J

Z-.

Betty Cough lin ()
Division Director

Enclosure: Program Review Report (with attachments)
Kean University Response to the Program Review Report
cc:

Sherrell Y. Watson-Hall, Financial Aid Administrator
New Jersey Commission on Higher Education
Middle States Commission on Higher Education
Depa1iment of Defense
Department of Veterans Affairs
Consumer Financial Protection Bureau

Appendix 4.1 Office of Student Accounting Policies and Procedures (July 2016)

Office of Student
Accounting
Policies & Procedures
REVISED FEBRUARY 2022

This document outlines the responsibilities assumed by the Office of Student Accounting (OSA). Federal, State and
University guidelines are followed and OSA policies and procedures are specified. References to other Kean Offices
are included as they are imperative to the functioning of the OSA.

Office of Student Accounting Policies & Procedures

(Revised February 2022)
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Introduction
The Office of Student Accounting, under the umbrella of Student Financial Services, has a very central and imperative
role as a part of Kean University’s student services. The Office is primarily responsible for maintaining all students’
tuition accounts and collecting University’s receivables. This includes, posting all tuition charges and fees, collecting,
processing and inputting all payments, generating bills, issuing student refunds and all collection activity. Student
Accounting clearance is needed before a student can academically or professionally progress, meaning that students
may not hold a tuition balance before he/she can register for classes, receive his /her diploma, view grades, request
transcripts etc.
Our jobs are comprehensive and very much dependent on Admissions, Financial Aid and Registrar’s facts and figures
as the data is intertwined. The Office of Student Accounting is a passive operation that does not determine tuition rates
and fees; instead, we work to apply and comply with University policies and assess fees as required and requested.
The Office of Student Accounting works to informatively answer all inquiries and works with students in resolving their
balances. We strive to maintain a level of professionalism and service complimentary to Kean University and focus on
the needs of every student.
In addition, the Office of Student Accounting is responsible for Kean parking decal distribution along with Kean ID card
issuances in accordance with Kean University Policy.

Major Goals
1.

To provide students and families with comprehensive, professional and courteous service in a timely manner
and offer quality service by maintaining accurate student financial records with a strict adherence to the
policies of Kean University and its governing authorities.

2.

To ensure responsible billing, collecting and recording of the University’s receivables and related documents.

3.

To ensure compliance of federal and state regulations where it relates to accounts receivable, cash receipting,
Title IV disbursements and refunds, Federal Perkins Loans and any and all other governed function
administered by the unit.

4.

To supply and deliver Kean University ID Cards and parking decals to student, faculty and staff through the
appropriated guidelines and to avail timely funds to the ID Cards through Kean’s various funding programs.

MISSION STATEMENT
The Office of Student Accounting at Kean University, functioning within the scope of Student Financial Services, is
dedicated to effectively, courteously and efficiently providing students, alumni and their families with accurate financial
information and guidance with respect to their tuition & fee obligations while complying with all policies and guidelines
set forth by Kean University and all associated governing bodies. Student Accounting also aims to resolve all student
financial questions and concerns as they arise. The Office of Student Accounting strives for excellence in customer
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service and adheres to the University mission through one-on-one financial counseling with students to ensure that
they are well advised and financially literate while navigating campus life.

ORGANIZATIONAL CHART

HOURS OF OPERATION
Regular Business Hours: Monday –Thursday 8:00am-6:00pm, Fridays 8:00am-5:00pm
Summer Business Hours: Monday – Thursday 8:15am-5:30pm, Closed Fridays
*Hours are subject to change on holidays and during winter and spring break. Extended hours are provided the first
week of classes for the Fall and Spring terms and during University tuition due dates.

ASSESSMENT OF ANNUAL GOALS & OBJECTIVES
Policy / Purpose
The Office of Student Accounting works to meet goals and objectives that are set annually in conjunction with the
common vision and goals of Kean University’s mission statement. Assessment of our workflow, services and standards
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are scrutinized for betterment and are measured throughout the year to improve efficiency and service to our students
and to comply with all federal, state and university policies.

Procedure to Completing the Assessment Plan and Outcomes
Processed by:

Director of Student Accounting

Supervised by:

Director of Student Financial Service

Each year in July, an Assessment Plan is laid out and prepared for the upcoming academic year which will include
SMART objectives (Specific, Measurable, Achievable, Relevant and Time-Bound). The Assessment Plan is presented
under the umbrella of Student Financial Services and includes the objectives of the Office of Financial Aid and the
Office of Scholarship Services. Once complete, the plan is submitted for approval to the Director of Student Financial
Services and submission to the Executive V.P. of Operations.
Each year in May, an Assessment Report is completed to report the outcomes of the Assessment Plan objectives. Data
is measured and analyzed to produce accurate results. Determination is then made to construct outcomes and actions
based on the results of the findings. The final Assessment Report is presented under the umbrella of Student Financial
Services and includes the results of the Office of Financial Aid and the Office of Scholarship Services. Once complete,
the report is submitted for approval to the Director of Student Financial Services and submission to the Executive V.P.
of Operations.

GENERAL OFFICE POLICIES
Office policies are objectively set for operational needs by the Director of Student Accounting and/or the Director of
Student Financial Services. It is expected that all office personnel adhere to office policy guidelines.

CLEAR DESK AND SCREEN POLICY
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Policy / Purpose
The purpose for this policy is to establish a culture of security and trust for employees at Kean. An effective clean desk
effort involving the participation and support of Kean employees can greatly protect paper documents that contain
sensitive information about our students. Employees that handle sensitive information should familiarize themselves
with the guidelines of this policy.

Procedure to Clear Desk and Screen
Processed by:

All Staff Members

Supervised by:

Unit Supervisors / Managing Assistant Director

At known extended periods away from the desk, such as lunch breaks or meetings, sensitive working papers containing
sensitive data are expected to be placed in drawers in a locked office away from view and computer screens are to be
‘locked”. In addition, at the end of the working day, staff members are expected to tidy his or her desk and to put away
all office papers that contain sensitive private and internal business records and lock his or her cabinet or office.
Computers must be shut down or “locked’. In a timely manner, papers not used for immediate or near future use should
be either discarded or imaged if so required. All maintained paper file records should be stored in the form of a filing
system and imaged onto the ImageNow imaging system.

VACATION POLICY
Vacation time-off must be requested at least 1 week in advance with the approval of both the direct supervisor. and
the Director of Student Accounting. A formal email request must be sent to the direct supervisor and the Director of
Student Accounting with a copy to the Managing Assistant Director and the office calendar coordinators for recording.
Vacation is only considered approved once both the approvals hasve been received. The formal approval will be
received in the form of an email response so that it is documented. Office personnel are not to make any arrangements
or book any travel until approvals have been received in writing.
Supervisors are responsible for making sure there is coverage at their stations at all times and two people from the
same station/unit may not request time-off for the same period. Supervisors are also responsible to make sure there is
coverage in the morning shifts and late nights and supervisors are to communicate with each other about any scheduled
time-off and arrangements. No more than two one supervisors may be out on vacation at the same time. In addition,
vacation requests will be denied for any busy period related to the unit. During office peak periods, such as tuition due
dates, schedule forfeitures and the first week of classes, minimal vacation requests will be approved. There will be no
vacation approvals during the vacation block period throughout the year including the last 3 weeks of August and the
first 3 weeks of September. *get specific dates from Tangie*

CALL OUT POLICY – FULL DAY ONLY
Predetermined sick or personal days should be reported in advance in an email to the direct supervisor, the Director of
Student Accounting and to the Managing Assistant Director for recording. However if it cannot be predetermined, office
personnel must communicate their absence by calling the “call out hotline” before work hours. Excessive absences
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should be refrained and will be disciplined if deemed necessary. Consecutive absences of more than 3 days will require
a doctor’s note.

LEAVING EARLY POLICY
Predetermined requests to leave early should be reported in advance in an email to the direct supervisor, the Director
of Student Accounting and to the Managing Assistant Director for recording. Office personnel may leave early if required
with only the written approval of the direct supervisor. Upon leaving for the day, a formal email must be sent to the
direct supervisor, the Director of Student Accounting and to the Managing Assistant Director for recording. Staff member
must wait for an emailed approval prior to departure. Excessive requests to leave early should be refrained and will be
disciplined if deemed necessary. Do not report this to the Student Accounting Call Out Line.

LATE POLICY
All staff is expected to be present at work promptly at their designated shift time and must sign in upon arrival.
Predetermined requests to come in late should be reported in advance in an email to the direct supervisor, the Director
of Student Accounting and to the Managing Assistant Director for recording. Office personnel may request to come in
late with only the written approval of the direct supervisor. If lateness cannot be predetermined, the staff member must
call the “call out hotline” before work hours. Upon arrival to the office, a formal email must be sent immediately to the
direct supervisor, the Director of Student Accounting and to the Managing Assistant Director for recording. Excessive
lateness should be refrained and will be disciplined if deemed necessary. *supervisor/manager to send updated time
& attendance email to staff when getting staff updates after 9 am.

LUNCH POLICY
Lunch hours are to be adhered to as scheduled. Lunch hours must be scheduled amongst each unit so that a staff
member from each unit is present at all times. Scheduled times may be adjusted based on overall staffing needs. There
will be no substitution of lunch times for coming in early, nor can unused lunch periods be used to leave earlier than
the scheduled shift time. Office lunch hours has to be taken between the hours of 11:00 a.m. and completed no later
than 2:30 p.m. *update further to address phone coverage, people
Exceptions to any of these policies must be approved by the Director of Student Accounting, or in the absence of the
Director, the Managing Assistant Director’s. Requests must be made in writing to management.

SIGN IN & TIMESHEETS
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Upon an employee’s arrival to the office, all staff members must sign in to the sign in sheet located at the front door. In
addition, all employees must sign out at the end of the day. When a staff member requests or reports an approved
vacation, call out, early departure or lateness, the calendar coordinator will record the appropriate leave onto a staff
calendar on Microsoft Outlook.

OTHER OFFICE PGENERAL OFFICE STANDARDS


Staff should always carry and display their Kean Identification at work.



Staff is expected to limit internet/computer and telephone usage to work related matters only. Use of personal
cellular phones should be kept to a minimum and not interfere with work responsibilities. Excessive use can
result in disciplinary action.



No food or drink is allowed any area viewable by the general public. This is to include the Consultation Area,
as well as the front service counter.



Staff is to adhere to standards of conduct as specified in the Kean University Employee Handbook. Dress
code, at a minimum, should be professional attire.



Chain of Command should be adhered to at all times. This is the following: Employee>Supervisor>Managing
Assistant Director>Associate Director >Director of Student Accounting>Director of Student Financial Services.



Technical issues should be reported in house first. At no time should staff escalate issues to OCIS without
ensuring notification to the Director of Student Accounting, Associate Director and/or the Managing Assistant
Director. OCIS Service calls should be requested over the phone and in writing.



All Staff/Supervisors are expected to work designated early or late shifts as scheduled.



Desk computers are to be “locked” when stepping away; this includes the consultation area and the cashier’s
window computers.



Conversations in the hallways should be kept to a minimum and held quietly as to not disrupt others from work
or from assisting students by phone and should be work related. Conversations that are not work related
should be held outside the office during break or lunch periods.



CWA Meeting Attendance Requirements – Staff is allowed to attend all union meetings if it is scheduled during
your normal lunch hour. If the meeting is outside of you normal lunch hour, staff my seek approval to attend.

DISCIPLINE POLICY
The Office of Student Accounting complies with all University guidelines for disciplining office personnel and is done so
in accordance and with the assistance of Human Resources. Discipline is employed objectively in order to achieve
efficiency and streamlined operations without disruption.
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PERFORMANCE ASSESSMENT REVIEW (PAR)

Policy / Purpose
Performance assessment reviews are to be completed semiannually by every supervisor in three phases where job
expectations are communicated, interim ratings and development plans are communicated and final ratings and
development plans are communicated to each employee of the CWA bargaining unit by the assigned deadlines by
Human Resources. Privately held meetings are to occur between the supervisor and the employee.

Procedure for Performance Assessment Reviews – Job Expectations
Processed by:

Every Student Accounting Supervisor

Supervised by:

Director of Student Accounting and Managing Assistant Director

Every July, by the established deadline, all Office of Student Accounting supervisors are to complete job expectations
for the upcoming year for each employee. Essential Criteria to achieve the job expectations should be explicit and clear.
Once complete, each supervisor must meet with the Managing Assistant Director for comment and review. Once all
initial edits have been made the PAR forms are to be submitted by the Managing Assistant Director to the Director of
Student Accounting for final review and edits.
Upon reaching a final version, each supervisor must meet with each of their staff members in a private room to
communicate the major goals of the unit, the major goals of the ratee along with the job expectations for the year and
the essential criteria to achieve those expectations. Supervisor, ratee and the Director of Student Accounting must sign
the PAR forms. Staff members will be allowed 10 days to review and to return the form signed to their direct supervisor.
Staff member may choose to formulate a response or submit comments to the job expectations.
Once all signatures have been received, the Director of Student Accounting will make two copies, one for the staff
member, one for Human Resources and the original for record.

Procedure for Performance Assessment Reviews – Interim Rating
Processed by:

Every Student Accounting Supervisor

Supervised by:

Director of Student Accounting and Managing Assistant Director
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Every January, by the established deadline, all Office of Student Accounting supervisors are to complete the interim
rating for each employee based on the job expectations that were set. Interim Development Plans are to be established
to assist in professional growth of each staff member. Once complete, each supervisor must meet with the Managing
Assistant Director for comment and review. Once all initial edits have been made, the PAR forms are to be submitted
by the Managing Assistant Director to the Director of Student Accounting for final review and edits.
Upon reaching a final version, each supervisor must meet with each of their staff members in a private room to
communicate the interim rating, how it was rated and the Interim Development Plan. Supervisor, Ratee and the Director
of Student Accounting must sign the forms. Staff members will be allowed 10 days to review and to submit the form
signed to their direct supervisor. Staff member may formulate a response or comments to the Interim Rating.
Once all signatures have been received, the Director of Student Accounting will make two copies, one for the staff
member, one for Human Resources and the original for record.

Procedure for Performance Assessment Reviews – Final Rating
Processed by:

Every Student Accounting Supervisor

Supervised by:

Director of Student Accounting and Managing Assistant Director

Every July, by the established deadline, all Office of Student Accounting supervisors are to complete the final rating for
each employee based on the job expectations that were set. Final Development Plans are to be established to assist
in professional growth of each staff member. Once complete, each supervisor must meet with the Managing Assistant
Director for comment and review. Once all initial edits have been made, the PAR forms are to be submitted by the
Managing Assistant Director to the Director of Student Accounting for final review and edits.
Upon reaching a final version, each supervisor must meet with each of their staff members in a private room to
communicate the final rating and the Final Development Plan. Supervisor, Ratee and the Director of Student Accounting
must sign the forms. Staff members will be allowed 10 days to review and to submit the form signed to their direct
supervisor. Staff member may formulate a response or comments to the Final Rating.
Once all signatures have been received, the Director of Student Accounting will make two copies, one for the staff
member, one for record and the original for Human Resources.

PURCHASING
Policy / Purpose
The Office of Student Accounting complies with Kean University’s purchasing policies and procedures with the purpose
of applying a strict principle of controls and cost effectiveness.

Procedure for Purchasing Goods & Services
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Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting

(Revised February 2022)

Any requests for orders of supplies or services must be directed and requested in an email to the Managing Assistant
Director for processing and the Director of Student Accounting for approval. No order will be processed without approval
in writing by the Director of Student Accounting. Vendor quotes and paper invoices are signed by the Director of Student
Accounting. Requisitions are then created and followed by an emailed request for approval of the electronic requisitions
to the Director of Student Financial Services who is to be the only authorized person to approve a requisition in
Colleague for the Office of Student Accounting.

Procedure for Reporting Receipt of Goods & Services
Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting

Upon receipt of the goods or services, the purchase order is marked as being received in Colleague and then paid by
the General Accounting Office.

ANNUAL BLANKET PURCHASE ORDERS

Policy / Purpose
Blanket Purchase Orders are created annually at the beginning of the fiscal year under the direction of the Director of
Student Accounting. The Office of Student Accounting creates Blanket Purchase Orders (BPO) for goods and services
required to support the operations of the Office of Student Accounting. Department funds are encumbered for goods
and services to a vendor against which multiple purchases may be made by the end of the fiscal year.
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Procedure for Establishing Blanket Purchase Orders
Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting

In July of each year, the Managing Assistant Director creates the Blanket Purchase Order Requisitions forms and
enters them in Colleague for an Approval Stream as per the University’s Purchasing Policies. All BPOs must be
approved in writing by the Director of Student Accounting.
Annual Office of Student Accounting BPO’s














WB Mason - Office supplies
Toshiba - Photo ID equipment and supplies
NuPark - Parking Office equipment, system and supplies
Conserve - Debt Collection Agency
Williams & Fudge- Debt Collection Agency
Eastern Revenue - Debt Collection Agency
Cedar Financial - Debt Collection Agencies
Campus Partners – Federal Perkins Loan Billing Servicer
Wells Fargo - Banking and Cash Receipt services
Barnes & Noble – Union Campus Bookstores
Ocean County College - OCC Campus Bookstore
ECSI – Tuition Tax Reporting Services

CUSTOMER SERVICE
CUSTOMER SERVICE STANDARDS
“Treat others as you wish to be treated”
Customer service is a primary focus for the Office of Student Accounting and we understand the importance of how our
actions reflect on Kean University as a whole therefore we strive to ensure that our standards remain high at all times.
The following list is required from all office personnel.


Voicemail Setup – A professional greeting message must be set up and an “out of office” greeting must be
set for when absent.
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Returning Messages – Voicemail messages must be retrieved each day and a return call must be given the
same day.



Answer the Phone When It Rings – All phone calls must be answered while the staff member is at their
desk. Staff members must log onto the call center and have their phones set to “Ready” at all times while at
their desk. If trying to meet a deadline or experiencing a high work volume, permission must be requested and
received by the Director of Student Accounting or the Managing Assistant Director.



Placing a Call on Hold – Callers are not to be placed on hold for over one minute. If a call must be placed on
hold, the staff member must come back to the line after 30 seconds and ask if the caller would like to continue
holding or get a call back.



Transferring a Call – Before transferring a call the staff member must advise the caller of such.



Email Auto Signature – All staff members are to have a unified Office Auto-signature on all outgoing emails.



Email Response Time – Emails should be responded to within 24 hours, if unable to do so due to a high work
volume, advise the sender of such and advise them of when a response will be given.



Follow Through With Requests Promptly – Staff members must follow through with student inquiries and
requests promptly (for example: call student back, send a letter, investigate a matter, send a paper statement
etc.)



Minimize Bureaucracy – We understand that it is not always easy being a student in a large university. When
dealing with a student on a Student Accounting issue and another office’s input is needed, the staff member
should contact the office directly opposed to sending the student from office to office which can be
overwhelming and frustrating to the student. If the staff member must refer the student to another department
the “Inter-Departmental Referral Form’ must be utilized.



Demeanor – Staff member’s demeanor should ALWAYS remain pleasant, professional and courteous. Irate
students should not be take personally, if necessary, escalate the matter to a supervisor.

FERPA PRIVACY POLICY
Policy / Purpose
The Family Educational Rights and Privacy Act (FERPA) is a Federal law that protects the privacy of student education
records. The law applies to all schools that receive funds under an applicable program of the U.S. Department of
Education. FERPA limits release of student information to third parties without the student’s explicit written consent. As
such, the Office of Student Accounting will not release information to a third party unless authorized. FERPA
authorizations provided by the student remain in effect until the student has changed or revoked the consent or upon
the death of the student.
In addition, it is important to identify students by phone and in person before releasing information.

Page 19 of 184

Office of Student Accounting Policies & Procedures

(Revised February 2022)

Procedure for Students to Complete Online FERPA Form
Processed by:

Student

Supervised by:

Office of Student Affairs

Students are asked to complete an online form via the Keanwise student portal if they wish for another individual such
as their parents or spouse to have access to privileged information. By submitting the form, they are authorizing Kean
University to release information with regards to their student records to the designated persons upon their request.
Students are advised that the authorization remains in effect until the student has changed or revoked the consent.
The online form “Student Educational Records Release” requires the student to list what educational records may be
released, the names of the authorized persons, relationship, last four digits of the authorized person’s social security
number and date of birth. The student is also asked to supply a secret code to then be given to the authorized person.
The secret code is used to help identify the authorized person should they contact Kean University.
Once the student has completed the online form, an automatic email is generated to the student confirming the consent.
Also, once the form is submitted the XRCD form is populated in Colleague for administrative personnel to access.

Procedure for Student Accounting to Release Information to a Student or Third Party
Processed by:

Student Accounting Representatives

Supervised by:

Managing Assistant Director of Student Accounting

Before any Student Accounting representative releases information to a third party, the following protocol must be
followed.
1.

Ask FERPA series of questions to identify the student. Ask for DOB, last 4 digits of SSN, Address and Email.
If the person has identified himself or herself as not being the student, the continued steps must be followed.

2.

Access the FERPA form XRCD in Colleague.

3.

Ask name, relationship, last 4 SSN, DOB and secret code.

4.

View XRCD to see that Financial Records may be released to the authorized person.

5.

Release information to the third party as requested and note XRCD for record.

STUDENT SELF-SERVICE OPTIONS

The following Self-Service options are available via the Keanwise student portal:
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View Tuition Account & Details



Print Tuition Statement



Pay Tuition By Credit Card



Pay Tuition By Check



Enroll in a Payment Plan



Pay Towards a Payment Plan



Change Meal Plans



Flex Plan Transfer (Transfer Funds to ID Card)



Sign Up for Direct Deposit (Student Refunds)



Access 1098-T Tuition Tax Forms



Sign Up for Electronic Delivery of 1098-T Tax Form



Pay for a Transcript by Credit Card



Pay for the Housing Application Fee by Credit Card

(Revised February 2022)

The following Self-Service options are available via the Recruiter Admissions software:


Pay Application Fees by Credit Card

The following Self-Service options are available via the NuPark Parking Management system:


Pay for Parking Citations by Credit Card

STUDENT FINANCIAL SERVICES TASK FORCE
The Office of Financial Aid and the Office of Student Accounting have come together to form a Student Financial
Services Task Force for the purpose of providing streamlined customer service to Kean Students. Each month, three
members of each Office serving on the task force will meet to discuss issues, suggest improvements and to relay
pertinent Office information. The task force works to bring outcome, information and customer service procedures to
both Offices. With each meeting, an agenda is composed and minutes are recorded.

CALL CENTER TASK FORCE
The Office of Student Accounting has formed a Call Center Task Force for the purpose of improving customer service
by phone. Each month, four members of the Office serving on the task force will meet to discuss issues, suggest
improvements and to relay common customer service issues as expressed by Kean students and parents. The task
force works to bring outcome, Call Center quality assurance and customer service procedures to the Office. With each
meeting an agenda is composed and minutes are recorded.
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CALL CENTER OPERATION
Policy / Purpose
The Office of Student Accounting utilizes a call center operation supported by the Office of Computer Services. The
office currently holds sixteen “agent phones” for a sophisticated system that can manage a large volume of calls on a
queue and provides recording and reporting functionality with a real-time display of active calls and agents logged onto
the system. All calls are to be answered as they are received by operating call agents of the Office. Agents are to log
onto the phone system and be set to “Ready” when present in the office at all times. Professional and courteous service
is required under all circumstances.

Procedure for Call Center Quality Assurance
Processed by:

Call Center Agents

Supervised by:

Managing Assistant Director

On a daily basis, the Managing Assistant Director will log onto the Avante Call Management System which is used to
administer the call center operation. The system allows for a real-time view of agents who are actively logged onto the
system. The “CallCenter Display Agent” view is monitored throughout the day to ensure that team members are logged
onto the CallCenter system and ready to answer student calls. Every week, the Managing Assistant Director will review
the Call Center Agent Performance report to ensure our call volumes are being appropriately addressed. On a monthly
basis, together with the Director, the Managing Assistant Director will select random calls, one per team member, and
review the voice conversations to ensure Call Center team members are addressing inquiries correctly and adhering
to established customer service best practices.

CONSULTATION AREA / APPOINTMENTS & ADVISORTRAC
Policy / Purpose
All students are welcome to visit us in the consultation area for financial guidance and inquiries during office business
hours. A Student Accounting Representative must be present at ALL times and ready to service incoming students. All
visits are to be recorded on a tracking sheet for reporting, assessment and customer service monitoring. In addition,
students may schedule an appointment online to see a Student Accounting specialist for billing, refunds, payment or
collection issues.

Procedure for Maintaining Consultation Area Staff Schedule
Processed by:

Managing Assistant Director of Student Accounting

Page 22 of 184

Office of Student Accounting Policies & Procedures

Supervised by:

(Revised February 2022)

Director of Student Accounting

A full-time staff member is assigned to work at the consultation area. Staff schedules are prepared to cover break
periods, lunch periods, vacation, sick or personal leave along with special training or office occasions. All assigned staff
members must report to the Consultation area promptly by their scheduled times and be ready to assist incoming
students.

Procedure for Recording Visits on Advisortrac
Processed by:

Student Accounting Services Representatives

Supervised by:

Managing Assistant Director of Student Accounting

Upon assisting a student, all visits must be recorded in Advisortrac which will include the student’s name, ID#, reason
for visit and a detailed explanation and resolve to the student’s inquiry. Advisortrac must be noted with the initials of
the Student Accounting Representative who assisted the students. The Managing Assistant Director will review
Advisortrac reports to ensure best possible student care and outcomes of student resolutions.

Procedure for Student Appointments & Administering Advisortrac
Processed by:

Managing Assistant Director of Student Accounting

Supervised by:

Director of Student Accounting / Professional Development

Administration of the Advisortrac system including set up, coding and appointment schedules is maintained by the
Managing Assistant Director in conjunction with the assistance of the administrator of Advisortrac from the Kean
Professional Development Office.

STUDENT ACCOUNTING EMAIL ACCOUNTS
Policy / Purpose
The Office of Student Accounting administers three central email mailboxes, General, Billing and Parking, for the
purpose of efficiently filtering and responding to student inquiries. We aim to offer an improved customer service
experience and valuable written record of the correspondence. Email communications allows for providing clear
information and guidance to the student without the need for an inconvenient office visit.
All emailed inquiries are to be responded to within 24 hours. During high volume periods, emails should with no
exception be responded to within 48 hours. An automatic email notification is sent to students upon receipt of an email
advising them of the response time. Professional and courteous service and proper email etiquette is required under
all circumstances.
All mass communications or templates must be approved by the Director of Student Accounting prior to distribution.
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Procedure for Staff Email Consistency
Processed by:

Student Accounting Staff

Supervised by: Managing Assistant Director (Communications)
All staff should have either a Kean Google or Kean Exchange email account. For consistency purposes and to
ensure that all emails are received staff should use one of the two emails primarily and have emails from the
other forwarded. Example: Staff utilizing Kean Exchange account as their primary email should have all Kean
Google emails forwarded to the Exchange account. OCIS is able to facilitate such a setup, but staff may use
Microsoft Outlook to set up a similar scenario whereby emails are routed to an individual box for ease of
response to students or staff.
We have an obligation to review and respond to all emails that are sent to our office and it is important that all
staff email accounts are easily accessible for review and response.

Procedure for Staff Email Responses
Processed by:

Student Accounting Staff

Supervised by:

Managing Assistant Director

When responding to student inquiries in writing, all staff members are expected to write professionally using proper
grammar and spelling. All responses must be informative, courteous and answer the questions asked by the student.
Proper email etiquette must be used and all emails should include the student accounting auto signature. Staff members
must include their initials at the end of the email so as to be able to monitor and provide quality assurance. All emails
must be copied and pasted into ARAC for record.

Procedure for Email Response Quality Assurance
Processed by:

Student Accounting Billing Assistant

Supervised by:

Billing Manager / Managing Assistant Director

On a daily basis, the Managing Assistant Director will review the incoming and outgoing emails to ensure that student
inquiries are being addressed in a timely and accurate manner consistent with customer service best practices
established by the Director.
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STUDENT DISPUTES
Policy/Purpose
Students with significant billing concerns are encouraged to contact the Office of Student Accounting to dispute their
bill. There is a dedicated email address and webpage students should use to initiate all disputes. Email:
disputemybill@kean.edu; website: http://www.kean.edu/offices/student-accounting/billing-disputes.

Procedure for Logging Dispute My Bill Inquiries
Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting

Upon receipt of email from the student to the disputemybill@kean.edu mailbox, the following information is manually
logged into a master Excel report:


Student’s Name (first and last)



ID



Term (for disputed transaction)



Contact Date (email received date)



Email



Disputed Item (transaction in dispute, general options include: Late Registration, Re-registration, Late
Payment Fee, etc.)



Dispute Amount (transaction amount)



Current Contact (email folder—see below Procedure for Filing Dispute My Bill Inquiries)



Notes (summarize student’s request)



Category (all disputes must be categorized for analytical purposes and should include reference to academic
based request, request due to an adjustment in financial aid, financial hardship, etc., these categories may
change as needed)



Resolution Date



Resolution (approved or declined)



Additional Notes (information on reason for resolution—used for declined requests)

Once this information is logged, an email is sent to the student acknowledging receipt of their email as well as seeking
clarification or additional information pertaining to their disputed item. The email is filed accordingly.

Procedure for Filing Dispute My Bill Inquiries
Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting
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The Dispute My Bill email box has folders set up for proper filing and tracking of emailed requests. The structure of the
folders is as follows:


Pending Student Response
o Late Payment Fee
o Late Registration Fee
o Other Fees

Housing Fees

NSF

Withdrawal Calc
o Re-registration Fee



Resolved
o Late Payment Fee
o Late Registration Fee
Other Fees

Housing Fees

NSF
o Late Registration Fee

After the student is sent a response to their initial inquiry their email is filed in the folder that best corresponds to the
status of their request. Pending folders are regularly monitored and students should be sent follow up emails after a
week.
Resolved emails should be retained and archived.

Procedure for Resolving Dispute My Bill Inquiries
Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting

The fees commonly disputed include Late Registration Fees; Re-Registration Fees; and Late Payment Fees. Each of
these requests requires specific criteria for resolution:


Late Registration Fee – Students who register after the registration deadline are assessed a $105 Late
Registration Fee. Students who register after the start of classes are assessed a $210 Late Registration Fee.
Students who are able to show that their late registration was through no fault of their own should submit that
proof with their dispute request. Proof may include emails from advisors, professors, and University staff;
screenshots of error messages received during registration; any other document which explains the reason
for late registration.



Re-registration Fee – Students who do not meet their financial obligations have their courses forfeit and must
re-register in order to attend the term. These students are subject to a $100 Re-registration Fee. This fee is
generally not waived unless it can be shown that the student did satisfy their financial obligations, or that a
timing issue involving eligibility of financial aid, sponsor payment, scholarship, or other previously
acknowledged payment method has changed.



Late Payment Fee – Students who make payments after their due date are subject to a $50 Late Payment
Fee up to a total of $200 in Late Payment Fees per term. Students may request to have these fees waived
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provided their payments are brought current. Requests to waive Late Payment Fees are only honored once
per academic year.
Upon receiving supporting evidence on a dispute the Managing Assistant Director will review the items and make a
recommendation to the Director of Student Accounting to either approve or decline the request. A copy of the dispute
log is sent via email for approval and retained.

Procedure for Dispute My Bill Document Retention (“Paper Trail”)
Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting

The Managing Assistant Director will ensure that all disputed items have proper backup support. ALL emails sent to
disputemybill@kean.edu are to be retained and archived (in the event of data limitations). A copy of the initial email
request to dispute a charge is copied and pasted to the ARAC record of the student. Requests for approval of disputes
will be emailed to the Director of Student Accounting with the following subject: Disputes [DATE] for approval. A copy
of the Director’s email approving or denying the dispute is retained in a folder named “Dispute Approvals.” A copy of
the email is also saved to the student’s ARAC record. All ARAC items should be timestamped. Resolved emails should
be retained and archived.

There should be adequate back up and support to justify all disputed items and any action taken as a result of that
request.

Student Dispute Analysis and Recommendations
Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting

Students should provide relevant facts and supporting documents in conjunction with their dispute including the names
and contact information for any university staff that may have assisted the student previous to their dispute inquiry. The
Managing Assistant Director will review all documents, facts, and will consult with various university staff to formulate
a resolution. The student will be contacted in writing with a clear and concise explanation to remedy the dispute. A copy
will also be provided to the Department Director. Additional inquiries related to the dispute, including any requests for
appeal should be directed to the Managing Assistant Director.
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STUDENT BILLING
TUITION & FEES
Tuition and fees are billed to each Kean student according to the number of credits registered, academic level and
residency status. Special billing rates are applied to students of special cohorts and programs.

SETTING OF TUITION & FEE RATES
Policy / Purpose
The Kean University Board of Trustees has been given the responsibility for establishing tuition and fees under the
Higher Education Restructuring Act of 1994. Rates are set by the Board with budgeting considerations and with the
understanding that the billing of tuition and fees to Kean students is necessary for generating revenue to support the
educational and general operations of Kean University. The Office of Student Accounting assesses tuition and fees to
student AR accounts as set by the members of the Board of Trustees each year.

Procedure for Releasing New Tuition & Fee Rates
Processed by:

Director of Student Accounting / Billing Manager

Supervised by:

Director of Student Financial Services

At the end of each fiscal year, the Board of Trustees determines the new rates for the upcoming year and will distribute
a signed Tuition Resolutions to the Director of Student Financial Services. Upon receipt, the Director of Student
Financial Services will send a copy to the Director of Student Accounting and the Billing Manager for publication to the
student body and the assessing of charges accordingly to Student AR accounts.

PUBLICATION OF TUITION & FEE RATES
Policy / Purpose
The publication of all tuition and fees is essential for transparency and for the financial planning of our students and
families. The Office of Student Accounting makes every effort to publicize these rates through targeted resources with
high volume traffic of student view. These include the Kean Tuition & Fee webpage, the Keanwise student portal, email
communications and the Student Course Catalog. In addition, the Office of Student Accounting distributes these rates
to internal student services office for reference.
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Procedure for Publication of Tuition & Fee Rates
Processed by:

Director of Student Accounting / Associate Director / Billing Manager

Supervised by:

Director of Student Accounting

Upon receipt of the Tuition Resolutions from the Board of Trustees, the Director of Student Accounting and the Billing
Manager work together to publicize these rates immediately.
Financial Planning Email Blast:
Prior to receiving the new rates, a “Financial Planning” email blast is sent in mid-June to the entire student body via
University Relations advising students of the upcoming new rates soon to be posted. Request for an email blast is sent
by the Director of Student Accounting via email to the Creative Director of University Relations.
Tuition Facts Memo:
A Tuition Facts Memo is prepared by the Director of Student Accounting and distributed to all internal student services
offices and the Student Accounting staff. The Tuition Facts Memo includes information on due dates, electronic billing
policy, accepted payment methods, payment plans, tuition obligations and terms & conditions, student housing and
meal plan obligations, forfeiture and restriction policy, parking on campus policy, return check policy, tuition refund
policy, Student Accounting office hours and contact information along with the tuition and fee charts, rates and overload
policy. Rates indicated on memo are double checked by the Billing Manager to ensure accuracy and that no oversight
or typo has been made.
Tuition & Fee Webpage:
The Director of Student Accounting sends an email request to the webmaster of the University Relations Office for
posting the verbiage of the Tuition Facts Memo onto the Tuition & Fee Webpage. Upon notification of completion the
Director of Student Accounting and the Billing Manager both double check for accuracy the verbiage and rates updated
on the webpage. Correction requests are emailed to the webmaster as needed.
Keanwise Student Portal:
The Billing Manager sends an email of the Tuition Facts Memo in PDF version to the Office of Computer & Information
Services (OCIS) requesting to post on the Keanwise Home Menu and the Keanwise Student Menu under Financial
Information. Upon notification of completion, for quality assurance, Billing Manager tests that the links are indeed
working.
Email Communications:
In the first week of July, after charges have been billed to the student’s AR account, an email blast is sent to all students
advising them that the new tuition rates are now available online with the link to the Tuition & Fee webpage. In addition
students are advised and charges have been posted to their account and view their account online.
Course Catalog:
Annually, the Office of Academic Affairs sends an email request to the Director of Student Accounting to update all
financial information, policies, rates and fees. The Director of Student Accounting will submit any edits prior to
publication of the Course Catalog by the Office of Academic Affairs.

Page 29 of 184

Office of Student Accounting Policies & Procedures

(Revised February 2022)

UNIVERSITY TUITION DUE DATE
Policy / Purpose
University policy states that all students attending Kean University are obligated to fulfill their tuition and fees obligations
by the same tuition due date policy. Each term, two due dates are set, one for early registrants and one for late
registrants. Fulfillment of tuition and fees obligations is defined as paying in full, having full financial aid coverage and/or
enrolling in a payment plan.
Fall & Spring Due Dates:
For early registrants, tuition is due approximately five weeks prior to the term begin date. For late registrants, tuition is
due one week after the term begin date.
Summer Due Dates:
For early registrants, tuition is due approximately three weeks prior to the term begin date. For late registrants, tuition
is due on the term begin date.

Procedure for Establishing Tuition Due Dates
Processed by:

Director of Student Accounting

Supervised by:

Director of Student Financial Services

Each term, due dates are set by the Director of Student Accounting following University policy guidelines and
considerations of the day of the week to ensure that it does not fall on a weekend, holiday, Monday or Friday. Due
dates are distributed in the Tuition Facts Memo and publicized.

Procedure for Defining Due Dates in Colleague
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

In Colleague, IDDP is used to set the parameters to calculate an invoice due date. Rules can be used to set different
parameters for different invoice types. After IDDP is programmed, IDDF is used to define a formula for computing a
due date. The Billing Manager opens IDDF and is prompted to do a lookup that produces a list of formulas. There is a
formula for each of the terms within an academic year. The Base is defined as the first day of the term. “Days Before
Base”, “Base Minus Base”, “Base Plus Days” and “Days After Base” are the fields in IDDF we calculate to complete
the terms formula. The formula for each term is created by counting the number of days before the start of the term
and the days from the start of the term up to the second due date. If registration/miscellaneous charges are assigned
past the second due date, the formula is set up to assign a due date of that same day. All formulas are tested for
accuracy prior the posting of charges.
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TUITION & FEE BILLING
Policy / Purpose
In accordance with generally accepted accounting principles, revenue and accounts receivable management is
maintained through the Datatel Colleague AR/CR module. Students are to be billed with 100% accuracy for charges of
tuition, fees, housing, meal plans. Individual AR accounts exist for each student and every charge on a student’s
account creates a numbered invoice. This allows for itemized and detailed statements along with online view access.
Upon opening billing for a term, invoices are added and adjusted in real-time according to student registration activity.
All registration tuition tables, housing charge tables, meal plan charge tables and set up must be checked and tested
for accuracy prior to running charges and opening Immediate Billing for a term.

Billing Schedule Overview to Student AR Accounts
Fall

Tuition, Housing & Meal Rate Table Copy & Creation in May
Testing of Rate Tables in the Last Week of June
Running One-Time Forced Bill July 1st
Open Billing July 1st
Deposit Allocation Applied First Week of July

Winter Break

Open Billing one week prior to registration opening

Spring

Open Billing one week prior to registration opening

Summer 1

Open Billing one week prior to registration opening

Summer II

Open Billing one week prior to registration opening

Procedure for Testing Registration Tables
Processed by:

Billing Manager

Supervised by:

Associate Director

After all charge tables have been created, the testing of all tuition charge tables is necessary to ensure billing accuracy.
A random selection of 100 students is created through a sentence run at the colon prompt level in Colleague. This
random selection of students is run through the live billing system to create invoices to the AR accounts. Billing
statements are then generated and each account is checked for billing precision.
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Procedure for Running One-Time Forced Bill
Processed by:

Billing Manager

Supervised by:

Associate Director

After the testing of all tuition registration tables, all students who have registered thus far are generated a bill through
a process in Colleague (BILL). The forced billing process is done in billing stages of housing charges, meal charges,
and finally tuition & fees charges, in this respective order. This process entails many student records ad may take up
to 24 hours to run. Upon completion a report is created out of Colleague and saved to the shared network drive for the
Office of Student Accounting.

Procedure for Opening Immediate Billing
Processed by:

Billing Manager

Supervised by:

Associate Director

After the testing of all tuition registration tables and after the initial one time forced billing, the Immediate Billing Control
(INVB) must be “opened” so as to allow for charges to be entered into student AR accounts interactively in real-time.
The Immediate Billing Process assesses charges for tuition and tuition-related fees in real-time based on courses the
student has registered for through the Registration Module. Adding or dropping courses will have an immediate impact
to the student AR account.

AR CODES MANAGEMENT
Policy / Purpose
Invoices are created and entered into the Student AR Accounts through the use of AR Codes for each type of fee. With
each defined AR code the appropriate general ledger account number is attached. AR codes are the foundation used
to build rate tables and to record revenue and accounts receivable to the general ledger. AR code creation are controlled
therefore are limited to the Director of Student Accounting, Associate Director and the Billing Manager. Determination
of which general ledger accounts to attach to the AR codes are under the instruction of the Budget Director and the
Associate Director of General Accounting.
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In addition, AR Categories are defined within every AR Code. AR Categories group AR codes of the same type within
the same category. Many Colleague reports have the option to run reports or to define processes using AR Categories,
eliminating the need to itemize all AR Codes.
Deferred Revenue
For proper accounting, every AR Code that may be potentially billed for a future fiscal year is assigned a deferred
revenue GL account. All Summer 2 billing achieved through the Registration Rate Tables use AR Codes with deferred
revenue assignments.
Miscellaneous Fees
To ensure accuracy in billing, manual adjustments and assessment of miscellaneous fees are limited to staff members
of the Billing & Data Processing Unit. Miscellaneous fees include study abroad fees, tuition deposit forfeit fees,
Travelearn fees, missed appointment fee and other miscellaneous fees. These manual adjustments occur upon review
or upon request from other Departments. miscellaneous fees are added through use of AR Codes

Procedure for Creating a New AR Code
Processed by:

Billing Manager / Associate Director / Director of Student Accounting

Supervised by:

Associate Director / Director of Student Accounting

Upon recognizing the need of a new AR code the Billing Manager may create it under the supervision of the Associate
Director. AR Codes set up must include AR Code Name, Description, AR Category, GL/Deferred GL and 1098-T Tax
Category if tuition and fees related.
If a new GL account is NOT needed, the Billing Manager must send an email to the Associate Director with a copy to
the Director of Student Accounting indicating which new AR code was created, GL/Deferred GL accounts assigned,
AR Category, and the purpose. If the AR Code is being created by the Associate Director, the Associate Director must
send an email accordingly to the Director of Student Accounting and the Billing Manager.
If a new GL account IS needed, an email request for GL account creation or determination must be sent to the Budget
Director with a copy to the Associate Director of General Accounting and the Director of Student Accounting. The email
must indicate the purpose of the AR code. This list of AR Codes will be updated by the Director of Student Accounting
and/or the Associate Director as needed.

Procedure for AR Code Maintenance & Making AR Codes Inactive
Processed by:

Director of Student Accounting

Supervised by:

Director of Student Accounting

Any inactive AR Codes are coded as such using the “Office Category” field in Colleague. Inactive codes are defined as
AR Inactive “ARI”. Inactive AR Codes are not in view as an option of use by the billing party and will not appear in the
AR codes menu for billing users.
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TUITION REGISTRATION RATE TABLES
Policy / Purpose
Registration Rate Tables are built and defined in Colleague’s AR Module to allow for accurate and automatic billing of
students registered for courses. All registration billing is system dependent and no manual adjustment to registration
billing is performed. Rate tables are created for each student billing profile and are used to set forth the tuition and fee
rates as determined by the Board of Trustees. In preparation for a new rate year, Rate Tables may be copied to reduce
chances of human error. In addition, within Rate Tables, tuition refund schedules, tuition waiver policies and rules are
defined.

Procedure for Creating & Copying Rate Tables
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

The Billing Manager defines student population characteristics in the Registration Rate Billing Fields (RRBF) screen.
This forms the template for all table based billing.
Registration rate tables are then created in RGRT for each billing population. The appropriate tuition table (TRTB),
term rate table (RTRT), add/drop/withdrawal policy (ADWP) and waiver policy (WAVP) must be attached to accurately
calculate registration charges.
Tuition and Fees are defined in separate tables that are combined to create a single rate table for each student billing
profile.
Rate Tables may be copied using the Rate Table Copy function in Colleague (RTCP). The Billing Manager copies
each table and updates selective changed information, as required. Rate tables are updated in June for the subsequent
Fall, Winter Break and Spring semesters. Rate tables for the two summer sessions are updated in March. Summer I
and Summer II require two separate update initiatives, as they fall within different fiscal years.
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Active Registration Tables

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37

CLIS
CLIS*EEO
CLIS*SRC
CLIS*UPS
CLOS
CLOS*EEO
CLOS*EXS
GRIS
GRIS*NGW
GRIS*SRC
GRIS*UPS
GROS
PCLIS
PGRIS
PGROS
UGIS
UGIS*EEO
UGIS*NGW
UGIS*SRC
UGIS*UPS
UGIS*WIP
UGOS
UGOS*EEO
UGOS*WIP
PRGM*EXMBA
PRGM*MASP
PRGM*MBAEU
PRGM*MSOT
PRGM*MSW
PRGM*DRIS
PGRM*DROS
NNJNC
PRGM*DRXIS
PRGM*DRXOS
WENZH*UGIS
WENZH*UGOS
UGOS*WENZH

COURSE LEVEL IN STATE
COURSE LEVEL IN STATE EEO FRESHMAN
COURSE LEVEL IN STATE SENIOR CITIZEN
COURSE LEVEL IN STATE UNEMPLOYED WAIVER
COURSE LEVEL OUT OF STATE
COURSE LEVEL OUT OF STATE EEO FRESHMAN
COURSE LEVEL OUT OF STATE EXCHANGE STUDENT
GRADUATE IN STATE
GRADUATE IN STATE NATIONAL GUARD WAIVER
GRADUATE IN STATE SENIOR CITIZEN
GRADUATE IN STATE UNEMPLOYED STUDENT
GRADUATE OUT OF STATE
PSI COURSE LEVEL IN STATE
PSI GRADUATE IN STATE
PSI GRADUATE OUT OF STATE
UNDERGRADUATE IN STATE
UNDERGRADUATE IN STATE EEO FRESHMAN
UNDERGRADUATE IN STATE NATIONAL GUARD WAIVER
UNDERGRADUATE IN STATE SENIOR CITIZEN
UNDERGRADUATE IN STATE UNEMPOLYMENT
UNDERGRADUATE IN STATE WASHINGTON INTERN
UNDERGRADUATE OUT OF STATE
UNDERGRADUATE OUT OF STATE EEO FRESHMAN
UNDERGRADUATE OUT OF STATE WASHINGTON INTERN
MBA EXECUTIVE
MA SPEECH PATHOLOGY
MBA GLOBAL MANAGEMENT
MS OCCUPATIONALTHERAPY
MSW SOCIALWORK
DOCTORAL IN-STATE
DOCTORAL OUT-OF-STATE
NORTH NJ NURSING CONSORTIUM
DREXEL/ST.PETERS PARTNERSHIP IN STATE
DREXEL/ST.PETERS PARTNERSHIP OUT OF STATE
AWKU WENZHOU UG IN-STATE
AWKU WENZHOU UG OUT-OF-STATE
WENZHOU UNIVERSITY CHINA
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Procedure for Term Tuition Refund Policy in Colleague
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

Each term the Billing Manager assigns a Tuition Refund Policy to each tuition and fee table set up in TRTB and RTRT
in Colleague. The refund policy is built around the Registrar’s academic calendar, which defines semester start and
end dates, as well as refund timeframes.

The policy is created to determine the percentage of refund, if any, for

courses that are dropped after the start of the term. REFF is used to define the actual formula that specifies the dates
for 100%, 75% and 50% refunds. The Billing Manager defines the days used and the corresponding percentage of
refund. A Tuition Forfeit AR Code is assigned to the refund policy to replace the Tuition AR Code from the original
invoice for those students who drop after the 100% refund period. Fall/Spring/Winter terms share the same refund
policy, while Summer 1 & Summer 2 each has a separate policy.

Procedure for Defining Waiver Policy in Colleague
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

The majority of tuition waivers are programmed into the Registration Rate Tables by the Billing Manager. The values
are added to the regular billing tables in RGRT and WAVP in Colleague. The Manager opens RGRT and for each
waiver, adds additional values to the main billing tables that modify how the waiver affects the student’s tuition and fee
charges. In WAVP the Billing Manger adds the waiver policy which specifically defines what percentage is waived or
paid for each AR code in the Registration Rate Table.
In a minority of waivers, a rule is defined instead of a “Waiver Policy” Code as mentioned above. The Billing Manager
adds a specific waiver AR code to the standard tuition or fee table and indicates a credit of the specified amount in the
“CR“ column. Since the credit is on the standard tuition and fee table, the charge is applied and then credited
immediately to offset the charge. A rule specific to the credit is created in RLDE and if the students’ account meets the
criteria in the rule, the credit is applied.
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SECTION BILLING
Policy / Purpose
Kean University, in participation with special conjoined programs, offers courses with special rates that are different
from standard tuition and fee rates. The Section Billing module in Colleague is used for this purpose and is a process
whereby a course is set up with a special cost or waiver policy and is defined by course and section. In all cases,
Section Billing overrides Registration Billing. This is generally used for courses which meet off-campus and are
managed by limited registration and are not open to general registrants.
The Bureau of Educational Services coordinates with the Assistant to the Registrar and the Billing Manager regarding
the course set up, the cost and the participants. Current programs in which Section Billing is utilized are Rutgers-SHRP
PsychRehab, Holocaust and High School programs. A student who takes both a section billed course and a table billed
course will see separate tuition and fee charges on their invoice for each type of billing. In addition, specific AR codes
are used to define and apply the program revenue account

Procedure for Section Billing
Processed by: Billing Manager
Supervised by: Associate Director/Director of Student Accounting

The Registrar initially sets up the course in SECB in Colleague and then sends the Billing Manager the course and all
the sections to be defined. The Billing Manager changes the Billing Method field via the drop down menu to “S” to
reflect the Section Billing option. The AR Code field is then populated with either the special rate or the waiver
code. This process is repeated for each term the course is offered.
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SPECIAL BILLING COHORTS
Special billing cohorts are billed differently than the general student population. Consideration is given to Kean
partnerships, program contracts and/or cost center revenue reporting.

KEAN @ OCEAN BILLING

Policy / Purpose
Kean University and Ocean County College have established a partnership to provide higher education in Ocean
County beyond the level of the associate’s degree. Ocean County College students completing their associate’s degree
can continue on with their study for a Kean bachelor’s degree with Kean courses offered on the OCC campus. Kean
also offers master degrees at OCC.
Revenue generated from Kean Ocean courses are recorded separately in the general ledger to a separate cost center
however tuition and fee rates are the same as the Kean student population and all billing policies and procedures apply.

Ocean County College Consortium
Students wanting to apply for a Kean Ocean program but do not yet have their associate’s degree may take courses
at Ocean County College for the Kean Ocean Joint Admission Program. Under consortium, these Kean students are
billed at Ocean County College and are able to apply for Financial Aid through Kean University. No tuition and fees are
billed to the Student AR Account in Colleague.

Procedure for Recording Kean Ocean Revenue
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

All AR codes attached to Rate Tables that apply to Kean Ocean programs are assigned a “Rule”. A rule allows for
criteria to determine how the revenue should be recorded. In the case of Kean Ocean, the “OCC” location populated
in Colleague in the student profile is the determining criteria. A the time charges are run through the Rate Tables the
system searches for the criteria of the rule in order to flow the revenue to the correct cost center.
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WENZHOU KEAN UNIVERSITY (CHINA)
Policy / Purpose
Wenzhou Kean University was developed to maintain and build upon Kean’s mission of providing affordable education
to a diverse population, and in an environment in which students, faculty and staff gain a broader and more enriching
experience as a result of that diversity, and in preparing students to think critically, creatively and globally.
Beginning Fall 2012, Kean University and Wenzhou University have established a partnership to provide a pilot program
of 200 Chinese students taking Kean courses at Wenzhou University in China. The initiative was designed to prepare
for the opening of the newly established Wenzhou Kean University in China. Kean will provide American students with
the opportunity to learn in China among Chinese students and educate Chinese students alongside young Americans.
The Americans and the Chinese students are each billed at their home institution.

Procedure for Billing of Wenzhou Kean Chinese Students
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

Chinese students enrolled in the pilot program at Wenzhou University are billed at Wenzhou University. Revenues in
the Kean Colleague system are generated and then immediately washed through a waiver against the same revenue
accounts. Revenues generated and washed are processed via distinct AR codes with a separate cost center specific
for this population. This is achieved through a separate Rate Table for Chinese students attending Kean Wenzhou. All
students in this population are given a “student type” of “WENZH” in Colleague by the Registrar’s Office.

Procedure for Billing of Wenzhou Kean American Students
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

American students attending Wenzhou Kean University are billed the same tuition and fee rates as the general Kean
student population. Distinct AR codes with a separate cost center specific for this population has been created to record
the revenue separately. Billing is achieved through a separate Rate Table for American students attending Kean
Wenzhou. All students in this population are given a “student type” of “AWKU” in Colleague by the Registrar’s Office.
Payment is due to Kean according to the same billing policies and procedures.
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STUDY ABROAD / FOREIGN EXCHANGE PROGRAMS
Policy / Purpose
The Center for International Studies coordinates Kean’s Study Abroad program. Studying abroad allows students to
grow intellectually, develop intercultural skills, and learn or develop foreign language skills. All courses offered are
applied to Kean degree requirements and most financial aid can be applied towards program costs.
For regular study abroad programs, course registrations occur at the host institution and are transferred in to Kean
student records at the end of the term. As such, no Kean tuition and fee charges are applied to the Student AR Account.
Instead, tuition costs are paid out directly by students to the host institution.
Students are able to apply for Financial Aid at Kean which is then authorized by the student in writing to pay the host
institution where educational expenses are incurred.

TravelLearn
TravelLearn is Kean University’s short-term Study Abroad program. TravelLearn offers participants the opportunity to
combine their academic studies with short-term travel to various destinations that are typically not offered through
traditional study abroad programs. TravelLearn fees are billed to Student AR Accounts.

Procedure for Billing Study Abroad
Processed by:

Billing Manager / Center of International Studies

Supervised by:

Associate Director / Director of Student Accounting

At the beginning of each term, the Center of International Studies sends a spreadsheet to the Office of Student
Accounting that lists participating students in study abroad programs along with the amount to be charged. The
amounts charged are equal to the amount of Financial Aid authorized by the student to pay the host institution. The
charges are entered into the students’ accounts manually using MCRG in Colleague and the AR Code specific to the
trip taken. Each AR code holds the revenue account for Study Abroad programs managed by the Center of
International Studies. This account is used by the Center of International Studies to pay the host institution abroad. The
charges differ from the standard tuition and fee rate tables. The spreadsheet is typically received about a month after
the semester begins.
Participant of Study Abroad who wish to utilize financial aid to pay for their expenses, must coordinate with the Study
Abroad/TravelLearn Financial Aid Coordinator and fill out an authorization form. Any amounts not authorized by the
student are issued as a refund directly payable to the student.
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Procedure for Billing TravelLearn
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

At the beginning of each term, the Center of International Studies sends a spreadsheet to the Office of Student
Accounting that lists participating students in Travelearn programs along with the amount to be charged. The charges
are entered into the students’ accounts manually using MCRG and the AR Code specific to the Travelearn trip
taken. Each AR code holds the revenue account for Travelearn programs managed by the Center of International
Studies. This account is used by the Center of International Studies to pay trip expenses.
Participant of TravelLearn who wish to utilize financial aid to pay for their expenses, must coordinate with the Study
Abroad/TravelLearn Financial Aid Coordinator and fill out an authorization form.

Procedure for Billing Foreign Exchange Students
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

The Center for International Studies sends a list and/or individual waivers for eligible Exchange students. For each
student, the student type of XS (Exchange Student) is entered in SPRO in Colleague along with the date of the first
day of the term. To end the waiver, the student type of NW (Non-Waiver) is added on the second line with the last day
of the term. For billing purposes, the student type is needed to direct the account to the tuition and fee table
(CLOS*EXS) that includes the Exchange Student Waiver Policy. The Waiver policy is named (EXS), the criteria is
student type XS and the tuition and fees that are being waived uses the AR code EXS.
If the student type is added to the student profile after registration has already occurred, then the Billing Unit must rebill the account via BILL in Colleague. This will post the waiver and reduce the bill to reflect a zero balance. If the
student type is added to the student profile before registration occurs, the account will be correctly updated immediately
upon registration.

Page 41 of 184

Office of Student Accounting Policies & Procedures

(Revised February 2022)

VISA HOLDERS QUALIFYING FOR IN STATE RESIDENCY RATES
Policy/Purpose
Students on most non-immigrant visa types including F-1 and J-1 visas must pay out-of-state non-resident tuition. In
rare cases, students in some visa types are allowed to pay in-state resident tuition if they have lived in New Jersey for
one year or more. The following chart lists eligible visa categories that are accepted by Kean University to be considered
for in state resident tuition under the condition that proof of one year residency has been submitted.

A-1, A-2

Ambassador, public minister, career, diplomatic or consular
officer, and immediate family.

E-1, E-2, E-3

Treaty traders, spouse, and children

G-1, G-2, G-3, G-4

Representative of an international organization, spouse, and
children.

H-1B

Temporary Professional Worker

H-4

Dependent of H Visa Holder

L-1

Intra-company transfers, i.e., managers or executives who
have worked abroad for branch of U.S. firm.

L-2

Dependents of L-1 visa holder

Procedure for Billing Qualified Visa Holders In-State Tuition
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

The Billing Manager sets up a unique PSI billing table with unique PSI AR Codes. The PSI Program Coordinator sends
a spreadsheet to the Billing Manager that lists the students who are participating, indicating who is sponsored. The
Billing Department makes sure that all students are coded as “PSI” Student Type in SPRO so that the PSI billing tables
will apply.

PROGRESSIVE SCIENCE INITIATIVE (PSI)
Policy/Purpose
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The Progressive Science initiative (“PSI”) is a sequential, integrated approach to teaching the inter-related high school
science subjects of physics, chemistry and biology. The NJ Center for Teaching and Learning, a nonprofit foundation,
and Kean have joined to co-sponsor a sequence of PSI graduate education courses for secondary teachers from any
discipline. These courses qualify teachers for certificates to teach physics, chemistry or biology. Participation is by
invitation.
PSI graduate courses are held strictly off-campus. Some students are eligible to have all their tuition and fee expenses
sponsored by the District and some are self pay. In all cases tuition and fee revenue is recorded to the PSI cost center
“14-31006”.

Procedure for Billing Progressive Science Initiative (PSI)
Processed by:

Billing Manager

Supervised by:

Associate Director / Director of Student Accounting

The Billing Manager sets up a unique PSI billing table with unique PSI AR Codes. The PSI Program Coordinator sends
a spreadsheet to the Billing Manager that lists the students who are participating, indicating who is sponsored. The
Billing Department makes sure that all students are coded as “PSI” Student Type in SPRO so that the PSI billing tables
will apply.
For students who will be fully covered by sponsorship of a school district, a sponsorship is set up in Colleague’s
Sponsorship Billing Module to cover the sponsored tuition and fees. These Student AR Accounts are credited while the
invoice transfers to the Sponsor AR Account. The sponsoring school districts are billed accordingly by the Third Party
Billing Coordinator. Payments received by the sponsor are recorded to the Sponsor AR Account pursuant to the usual
sponsorship payment recording procedure.

UNIVERSITY OF MEDICINE & DENTISTRY OF NJ (UMDNJ)
Policy / Purpose
Kean University has a collaborative dual degree program with the University of Medicine and Dentistry in Newark, New
Jersey (UMDNJ). This dual degree program in Physical Therapy is a six-year combined Bachelor’s and Doctor of
Physical Therapy Program. It consists of undergraduate studies at Kean for the Bachelor’s degree and graduate studies
at UMDNJ in Newark leading to a Doctor of Physical Therapy degree (DPT).
Students participating in this program register at Kean and pay Kean but attend classes at UMDNJ. Students are
charged the tuition at the UMDNJ rate.
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Procedure for Billing of UMDNJ Courses
Processed by:

Billing Specialist

Supervised by:

Billing Manager

UMDNJ courses are coded in Colleague by the Registrar as “PSRT” classes. The Registrar sends a list of PSRT
classes to the Billing Manager. The Billing Manager derives UMDNJ rates from the UMDNJ website and attaches them
to the PSRT classes in the Section Billing Module in Colleague (SECB). Upon registration, the student’s Kean tuition
invoice reflects UMDNJ rates for their PSRT classes as a flat rate per course. If the student is also taking non-PSRT
classes at Kean, the tuition and fees for the non-PSRT classes will populate separately on the Kean invoice.
UMDNJ sends an invoice to the Billing Manager that contains student names and UMDNJ charges based on the number
of PSRT credits being taken at UMDNJ by Kean students. The Billing Specialist checks registration in Colleague
(SRBD) to confirm that the number of PSRT credits taken by each student conforms to the invoice. If necessary, the
invoice is adjusted to reflect any corrections based on Kean’s records. A check request authorization form is prepared
for the review, approval and signature of the Director of Student Accounting. A check is issued by the Accounts Payable
Office and mailed to UMDNJ.

UNION COUNTY ACADEMY OF PERFORMING ARTS (UCAPA)
Policy/Purpose
The Union County Academy of Performing Arts is a High School career academy (UCAPA) runs a combination high
school/college track for visual and performing arts students. The students will be dually enrolled as high school seniors
and University (Kean) freshmen. Tuition is paid by the Academy and students are not billed which pays a flat rate of
$3,000 per semester.
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Procedure for Billing of UCAPA Courses
Processed by:

Third Party Billing Coordinator

Supervised by:

Billing Manager

The Department of Theatre, College of Visual and Performing Arts provides the Office of the Registrar and Student
Accounting with a list of participating students. The students are given a student type of UCAPA and registered by the
Office of the Registrar.
For each student, the student type of UCAPA is entered in the SPRO screen along with the date of the first day of the
term. To end the waiver, the student type of NW (Non-Waiver) is added on the second line with the last day of the
term. For billing purposes, the student type is needed to direct the account to the tuition and fee table (PRGM*UCAPA)
in screen RGRT that reflects the correct rate for that academic year.
The students are sponsored by the Academy so no bills are sent to the participating students. A sponsorship is set up
in the usual manner using the Sponsor Billing module in Colleague at the beginning of the semester, which credits the
student account and transfers the invoices to the sponsor as a sponsorship receivable. A sponsor billing invoice is
sent to the Academy for remittance of payment each term after attendance reporting, typically 3-4 weeks after the term
begin date.

STUDENT HOUSING BILLING
Policy / Purpose
All students who have applied for student housing by Residential Student Services are assigned a room and are
charged the applicable rate for the assigned room. Room assignments are completed by Residential Student Services.
All students are required fulfill all tuition and fee obligations (including housing and meals) prior to move-in day.
Fulfillment of obligations is defined by paying in full, having full financial aid coverage and/or enrolling in a payment
plan.
As a courtesy, students who are unable to fulfill their obligations by move-in day may sign a promissory note that they
must fulfill their obligations by the late registration due date, this is approximately two weeks later.
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Housing Cancellation & Refund Policy
A Resident canceling this contract can notify the Office of Residential Student Services in writing or complete a “Petition
to Break the Residence Hall Contract” form in order to process the appropriate refund in accordance with the University
refund policy. Residents must remove all personal belongings, return keys and complete all move-out paperwork. If
any of the above requirements are not followed, the University will deem that the Resident has not vacated the
residence hall space and will continue to be charged for the space.
A refund shall be made on a percentage basis of the remainder of the academic term pursuant to the chart schedule
publicized. Residents that request a contract termination with six or less weeks remaining in the semester will not be
issued a refund. Refund amounts are determined by the date a student actually removes their belongings from the
residence hall space and submits their keys. That date may differ from the date in which the student submits the form.

The refund policy calculation is as follows:

Sample Housing Refund Policy Schedule

Cancelation Date
Prior to June 3
06/04/13 through 9/02/13
9/3/13 through 9/9/13
9/10/13 through 9/16/13
9/17/13 through 9/23/13
9/24/13 through 9/30/13

Refund Amount
100% refund
90% refund
80% refund
70% refund
60% refund
50% refund

Cancelation Date
10/01/13 through 10/07/13
10/08/13 through 10/14/13
10/15/13 through 10/21/13
10/22/13 through 10/28/13
11/5/13 through end of semester

Refund Amount
40% refund
30% refund
20% refund
10% refund
0% refund

Procedure for Billing Housing
Processed by:

Billing Manager

Supervised by:

Associate Director

Charges for Housing will be billed automatically with registration billing. Residence Student Services enters the room
assignment in Colleague into the Residential Student Services Module on a student basis. New rates are provided by
Residential Student Services to the Office of Student Accounting to update the Room Rate Tables. When the Immediate
Billing is open, these charges will transmit to the Student AR Account automatically through the Room Rate Tables and
the room assignments.

Active Room Rate Tables Fall & Spring
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ROOM RATE TABLE

TYPE

BUILDING

RTSD

DBL/ Traditional

Whiteman (WHIT)

RTST

TRP/Traditional

Dougall (DOUG)
Whiteman (WHIT)

RTSS

SING/Traditional

Dougall (DOUG)
Whiteman (WHIT)

RTAD

DBL/Apartment

Bartlett (BART)

RTAT

QUAD
TRP/Apartment QUAD

Burch (BURC)
Bartlett (BART)

RTAS

SING/Apartment QUAD

RTNT

DBL/Traditional

RTNA

New Freshman Residence Hall
DBL/Apartment

RTNS

New Upperclassman Residence Hall
SING/Apartment

Rogers (ROGE)
Burch (BURC)
Bartlett (BART)
Sozio (SOZI)
Rogers (ROGE)
Burch (BURC)
New Freshman (NFRH)
Sozio (SOZI)
Rogers (ROGE)
New Upperclass (NURH)
Sozio (SOZI)
New Upperclass (NURH)

New Upperclassman Residence Hall

MEAL PLAN BILLING
Policy / Purpose
All resident students are required to purchase a meal plan at the designated rate. The meal plan charge will be imposed
when the student is assigned a space in the residence halls. Meal plan rates vary by academic level and meal plan
changes, cancellations, exemptions, and refunds are managed by Residential Student Services directly impacting the
Student AR Account.

Meal Plan Late Assignment Policy
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Resident students who are assigned a Meal Plan during the first three weeks (21 days) of the semester will incur the
full cost of the Meal Plan. Resident students assigned a Meal Plan after the first three weeks (21 days) will incur a
prorated charge based on the date of the assignment.

Meal Plan Change Policy
Students may change their meal plan selection or assignment through the third week of the semester ONLY (first 21
days). Students are financially responsible for any additional meal plan charges incurred as a result of changing their
meal plan.

Meal Plan Cancellation & Refund Policy
Students who have purchased a meal plan and withdraw from Kean University or terminate their housing contracts may
cancel their meal plan. The Meal Plan refund will be based on the date of cancellation and number of meals used at
the time of cancellation.
Prior to the beginning of the academic semester the following cancellation policy will apply: A student who cancels their
housing or withdraws from the University will receive a 100% refund for their meal plan.
Once the meal plan is valid and can be utilized in dining services, the following cancellation policy will apply: A student
who cancels their housing or withdraws from the University will receive a refund calculated on a percentage basis
(equivalent to the Residence Life cancellation policy) or the student will receive a refund based on the number of meals
used, whichever is higher.

Meal Plan Exemption Policy
Students may request to receive exemption from the meal plan for a specific documented medical condition. Students
must submit a letter of appeal to Residential Student Services.

Procedure for Billing Meal Plans
Processed by:

Billing Manager

Supervised by:

Associate Director

Approved rates are provided to the Director of Student Accounting by Residential Student Services to update the Meal
Plan Tables. Meal Plans are mandatory for housing students.
to their class level.

Each student is assigned a room in a building according

Each student is assigned a default meal plan based on their room assignment. There are 2 default

meal plans, one for the freshman and one for the upper class students. In total, there are (4) freshman meal plans and
(2) upper class meal plans.
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Once the billing manager determines that charges for the term should be posted to the AR, IMBC (Immediate Billing
Control) is opened. These charges will transmit to the Student AR Account automatically through the Meal Plan
Tables. Once IMBC is opened, XRMP is the custom process that is run to charge either the freshman or upper class
default meal plan based on room assignment. Colleague reads the room assignment as assigned by Residential
Student Services and charges the appropriate meal plan.
XRMP is run daily through the first 21 days of the term to capture all newly assigned students. Resident students

who are assigned a meal plan during the first three weeks (21 days) of the semester will incur the full cost
of the plan. Resident students assigned the meal plan after the first three weeks (21 days) will incur a
prorated charge based on the date of the assignment. The Billing Assistant is notified via email by the
Office of Residential Student Services when a student is assigned to a room after the 21st day of the term. The
prorated amount for the meal plan is determined by checking the XRMA (Room Assignment) screen to confirm the
room assignment date, and then that date in used in the MPAS (Meal Plan Assignment) screen to assign the appropriate
meal plan at the appropriate rate.

Procedure for Meal Plan Changes
Processed by:

Students on Keanwise

Supervised by:

Residential Student Services

Students may change their meal plan selection or assignment through the third week of the semester ONLY (first 21
days). Changes to assigned meal plans can be made on KeanWISE by selecting “Change My Meal Plan” on the “Meal
Plan Options” menu. Freshman students changing their meal plan assignment must choose from one of the (4)
Freshman Meal Plan options offered. Upper-Classmen changing their meal plan assignment may choose from any of
the Meal Plan options.

Procedure for Meal Plan Cancellation
Processed by:

Residential Student Services / Student Accounting Billing Assistant

Supervised by:

Student Accounting Billing Manager

Residential Student Services notifies the Student Accounting Billing Assistant via email throughout the semester as it
occurs. Students may opt to keep the meal plan if they terminate their housing contract but continue to attend classes.
The Program Assistant is contacted via email by students making this request. See “Procedure for Meal Plan Refunds”.
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Procedure for Meal Plan Exemption
Processed by:

Residential Student Services / Student Accounting Billing Assistant

Supervised by:

Student Accounting Billing Manager

If a medical or religious exemption is granted after the semester has begun, The Billing Assisstant is notified via
email throughout the semester. The Meal Plan is either terminated in MPAS or changed to a Flex Plan using MCRG
after calculating the usage and remaining funds available. CS Gold is then updated through the overnight download
process. See “Procedure for Meal Plan Refunds”.

Procedure for Meal Plan Refunds
Processed by:

Residential Student Services / Student Accounting Billing Assistant

Supervised by:

Student Accounting Billing Manager

Upon cancellation or withdrawal from housing, The Office of Residence Student Services adjusts the housing charge
in XRMA and notifies the The Program Assistant to the Billing Manger via email that housing has been
terminated. To determine the amount a student should be charged for the meal plan, The Program Assistant reviews
the meal plan usage in CS Gold and assigns a dollar value to each meal used up until the date of termination.

The

dollar value per meal is determined by Gourmet Dining and differs for breakfast, lunch and dinner. Once the total dollar
value of meal usage is calculated, it is added to the amount of Cougar dollars used. The final dollar value is divided
by the total meal plan cost to determine the “calculated usage percentage”. The student is refunded for the unused
portion of the meal plan by either (i) the same refund percentage used by housing (determined by the date of
termination) or (ii) 100% of the plan value minus the “calculated usage amount”, whichever is the lower amount.
EXAMPLE 1: Student purchases meal plan for $2,000. Housing is cancelled and refunded at a 50% rate. Meal plan
usage is calculated and the student used $800 (or 40%) worth of meals. The student is given a $1,000 meal plan
refund at the 50% housing refund rate.
EXAMPLE 2: Student purchases meal plan for $2,000. Housing is cancelled and refunded at a 50% rate. Meal plan
usage is calculated and the student used 60% or $1,200 worth of meals. The student is given an $800 (40%) meal
plan refund.
If a student has extenuating circumstances regarding their termination, a student may appeal the calculated refund
amount. The appeal must be received during the semester in which the meal plan was purchased. Meal plan refund
appeals must be directed to the Billing Department Manager and a decision will be determined with the assistance of
The Office of Residential Student Services Staff.
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STUDENT EXCEPTIONS (SPECIAL ARRANGEMENTS)
Policy / Purpose
In working with students to resolve their outstanding balance and to allow continued educational opportunities, the
Office of Student Accounting may agree to mutual terms with a student that falls outside normal processes and policies.
These students are categorized as “Exceptions”. Controls are put in place to ensure that general billing communications
are not sent to these students, holds are not placed on their accounts while their status remains in “Exception” and that
collection procedures are not performed on this group. The Billing Manager, Collection Manager, Managing Assistant
Director, Associate Director and Director of Student Accounting are the only persons permitted to place and end
exceptions statuses.
Reasons for Exception Status


Loan Authorization – Students who have a prior term balance and who plan to use current term financial aid
to pay off prior debt are placed on Exception so as not to continue collection procedures on this group. This
group is assigned an Exception status end date to end immediately after forfeiture.



Internal (In-house) Payment Plans – Students who have reached mutually agreeable terms of a payment plan
that falls out of the standard outsourced TMS payment plan terms. This group is assigned an Exception status
end date to end immediately after the last scheduled payment date as agreed.



Sponsorships – Students who will be covered in full by an outside sponsorship that has not been processed
yet due to volume. This group is assigned an Exception status end date to end immediately after forfeiture.



HR Tuition Waivers – Students who are an employee or employee dependent that will be covered for tuition.
This group is assigned an Exception status end date to end immediately after forfeiture.



Special Exceptions – Students on “Exception” as authorized by the Director of Student Financial Services.
This group is assigned an Exception status end date to end as determined by the Director of Student Financial
Services.

Procedure for Placing an Account on Exception Status
Processed by:

Billing Manager / Collections Manager

Supervised by:

Managing Assistant Director / Associate Director

As the Billing Manager and the Collections Manager are made aware of a student that falls into an “Exception” category,
immediately Colleague is updated in ARAC screen to include the term, reason and scheduled end date of the Exception
status. All communications are set to exclude sending students a communication upon an active Exception status. The
placement of restrictions and forfeiture are also set to exclude students in an active “Exception Status”.

Procedure for Exception Status Review
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Prior to the start of the email series for forfeiture, restriction placement and collections, all students must be in Exception
status must be reviewed to ensure that the status is still valid and that the student is upholding the terms as mutually
agreed. If the status should be ended, an end date of the current date is given and a note is entered in ARAC in
Colleague.

BILLING COMMUNICATIONS
Policy / Purpose
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Paper bills are NOT mailed to students. This has been decided for reasons of following our “going green” initiative, to
promote online self-service, cost savings and for efficient and streamlined operations. To reach out to students
regarding their account balance we have created a series of targeted email communications to carry students from
“Reminder” emails to “Bill Due Notices” to “Forfeiture or Restriction Warning/Notice” and finally to “Collection Past
Due/Referral Notice”. All communications are stored in Colleague (IHS screen) to provide a history of communications
sent to a particular student.

Procedure for Sending Billing Email Communications
Processed by:

Billing Assistant with support of OCIS

Supervised by:

Billing Manager

A schedule of email communications is prepared prior to the billing of a term and presented to the Director of Student
Accounting for changes and approval. The schedule will include the dates of the communications, verbiage and student
selection criteria. Once approved, the schedule is sent to OCIS for customized set up in Colleague’s Communication
Management module.
Upon the day of each scheduled communication, in the morning, the Billing Assistant will verify the student selection
criteria set up by OCIS in PCB for the scheduled email communication. Once verified for accuracy, the Billing Assistant
will filter for the selection of students who meet the predetermined criteria in XATR. The Billing Assistant will then send
an email of the document text from DOC to both the Billing Manager and the Director of Student Accounting for approval.
Once approved by the Director of Student Accounting via email, the Billing Assistant will complete the sending of the
email in PCB to the selected students. Confirmation is sent to the Office of Student Accounting with the number of
students sent and the “Savelist” name.

Early Registrants – 1st Email Series
Demographic Criteria
*Registered Window 1 (Early Registrants)
*Minus Pending Financial Aid
*Balance >= 25
*Exclude TMS (Students on payment plans)
*Exclude Off-Campus (Students attending off-site)
*Exclude Student Type HSID and HSCJ (High School Students)
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)
***Bill Notification 1 is sent to ALL students (except “Exceptions”)

Late Registrants – 2nd Email Series
Student Selection Criteria
*Registered Window 2 (Late Registrants)
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*Minus Pending Financial Aid
*Balance >= 25
*Exclude TMS (Students on payment plans)
*Exclude Off-Campus (Students attending off-site)
*Exclude Student Type HSID and HSCJ (High School Students)
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)

Schedule for Billing Communications Series

(occurs twice, once for each series)

TYPE

COMMUNICATION

Bill Notification 1

Scheduled: 30 days before due date
Subject: *** Your Fall 2013 Statement Is Available ***

Bill Due Reminder 2

Scheduled: 3 weeks before due date
Subject: *** Reminder: Fall 2013 Tuition Due in 21 days ***

Bill Due Reminder 3

Scheduled: 2 weeks before due date
Subject: *** Reminder: Fall 2013 Tuition Due in 14 days ***

Bill Due Reminder 4

Scheduled: 1 week before due date
Subject: *** Reminder: Fall 2013 Tuition Due in 7 days ***

Bill Due Reminder 5

Scheduled: 3 days before due date
Subject: *** Reminder: Fall 2013 Tuition Due in 3 days ***

Bill Due Reminder 6

Scheduled: 1 day before due date
Subject: *** IMPORTANT: Fall 2013 Tuition Due Tomorrow ***

Bill Due Notice

Scheduled: On due date
Subject: *** URGENT: Fall 2013 Tuition NOW Due***

SCHEDULE FORFEITURE & COMMUNICATIONS
Policy / Purpose
University policy is such that all early registrants who have not fulfilled their financial obligations by the due date are
subject to be selected for forfeiture. Kean has adopted this policy for a number of objectives, to de-register students
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who do not plan on attending Kean, to open up seats in overloaded classes for students who do plan on attending Kean
and to prevent higher accounts receivable for students who cannot fulfill their financial obligations.
Students are given ample time and warning of the forfeiture process which is advised in every billing communication
from the first reminder email. After the due date, students are sent forfeiture warnings until the final forfeiture notice.
Forfeited students who wish to re-register are subject to a non-negotiable, non-refundable re-registration fee of $100.
Selected students for schedule forfeiture are determined by the Director of Student Financial Services under review of
the Executive VP of Operations. Typically, students who are less than 60% paid are forfeited. The decision made by
the Director of Student Financial Services to “save” students who are 60% paid and over takes into consideration
“opportunity costs” and the probability that these students will pay in the near future and reduce accounts receivables.

Procedure for Forfeiture Email Communications
Processed by:

Billing Assistant

Supervised by:

Billing Manager

Students are sent email communications according to the schedule below and the “Procedure for Sending Billing
Communications”. One week prior to Forfeiture, an email is sent to the Office of Financial Aid of all students with an
outstanding balance to review for financial aid packaging.

Forfeiture – 5th Email Series
Student Selection Criteria
*Registered Window 1 (Early Registrants)
*Minus Pending Financial Aid
*Balance >= 100
*Exclude TMS (Students on payment plans)
*Exclude Off-Campus (Students attending off-site)
*Exclude Student Type HSID and HSCJ (High School Students)
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)
***Forfeiture Notice is sent with the added percentage cutoff criteria as approved by the Director of Student
Financial Services.

Schedule for Forfeiture Series

TYPE

COMMUNICATION
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Scheduled: 1 day after due date
Subject: *** WARNING: Your Fall 2013 Classes May be Forfeited***

Forfeiture Final
Warning Notice

Scheduled: 7 days after due date
Subject: *** FINAL WARNING: Your Spring 2013 Classes May be Forfeited ***

Forfeiture Notice

Scheduled: 14 days after due date
Subject: *** FORFEITURE NOTICE: Your Spring 2013 Classes Have Been Forfeited***

Procedure for Forfeiture Telephone Communications
Processed by:

Student Accounting Representatives

Supervised by:

Managing Assistant Director

Immediately after the early registrant due date, the Managing Assistant Director will compile a list of all students who
have not fulfilled their financial obligations and disseminate it to Student Accounting staff members to contact the
students by phone and warning them of forfeiture. At no time is the forfeiture date disclosed and students are asked to
attend to their accounts immediately as their schedule is subject to forfeiture.

Procedure for Determination of Student Forfeiture Cutoff
Processed by:

Billing Manager / Associate Director

Supervised by:

Director of Student Accounting with approval from Director of Student Financial Services

On the morning of Forfeiture, after all payments received by mail have been processed, a final list is compiled through
XPDB in Colleague under the same student selection criteria of the email communications. A final report is submitted
to the Director of Student Financial Services of students eligible for forfeiture and the percentage paid by each student.
After review and assessment, a decision is made as to what percentage paid cutoff will be forfeited. The Billing Manager
will submit a final list to the Registrar’s Office for processing of the schedule forfeiture. During this time, online
registration is shut down by the Registrar’s Office. Upon notification from the Registrar’s Office that the process is
complete, a forfeiture notification is immediately sent to students.

Procedure for Assessing Re-Registration Fees
Processed by:

Billing Manager
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Associate Director

Re-registration fees are set up in the Rate Tables under a “rule” that is able to recognize a student who has been
forfeited and automatically assess a re-registration fee of $100 upon a student re-registering for courses.

Procedure for Re-instatement of Forfeited Schedule
Processed by:

Billing Manager

Supervised by:

Associate Director

If the Office of Student Accounting is made aware that a student was forfeited in error, a request is made by the Billing
Manager to the Registrar’s Office to have the original schedule reinstated. Students who are reinstated due to error are
not penalized and the $100 re-registration fee is removed from the Student AR account. Any request by students for
appeal and a courtesy regarding their forfeiture schedule must be approved by the Director of Student Financial
Services.

FINANCIAL RESTRICTIONS & COMMUNICATIONS
Policy / Purpose
Financial restrictions are used to hold leverage on students with an outstanding financial obligation to Kean. Students
who have been assigned a financial restriction to their student account, depending on the restriction type, may not have
access to view grades, obtain official transcripts or degrees, enroll in future registrations and will restrict use of their
Kean ID card swipe. Restriction of the Kean ID card swipe will not allow a student to enter student housing, meal plan
usage, access to libraries and computer labs and will not allow use of funds available on the Kean ID card at POS
stations on campus.
While there are many Student Accounting restriction codes discussed throughout this manual, there are two main
restriction codes used to indicate that a student’s account has been restricted due to an outstanding financial obligation.
Students are warned by email notifications prior to a restriction being placed on their account and are notified upon
restriction placement. Restrictions will remain in effect until all balances are cleared on the AR Account.

Student Accounting Restriction Codes
“SO” Hold
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Restricts access to view grades on Keanwise, obtain official transcripts and enrolling in future registrations. “SO” holds
are placed on accounts with balances between $10 -$99 and on all students currently in housing who have a balance
but are allowed to access their dormitory and meal plan and have not been asked to move out at the beginning of the
term. The “SO” hold is a “reduced” hold.

“OFB” Hold
Contains all the restrictions of the “SO” hold and restricts use of the Kean ID Card swipe. “OFB” holds are placed on
accounts with balances of $100 and over but not on housing students. The “OFB” hold is a “strong” hold.

Procedure for Restriction Email Communications
Processed by:

Billing Assistant

Supervised by:

Billing Manager

Students are sent email communications according to the schedule below and the “Procedure for Sending Billing
Communications”.

Restriction – 6th Email Series
Student Selection Criteria
*All Students Registered in Current Term
*Minus Pending Financial Aid
*Balance >= 10
*Exclude TMS (Students on payment plans)
*Exclude Off-Campus (Students attending off-site)
*Exclude Student Type HSID and HSCJ (High School Students)
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)

Schedule for Restriction Series

TYPE
OFB Warning
Notice

COMMUNICATION
Scheduled: 3 days after due date
Subject: *** WARNING: Your Account May be Restricted***
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Scheduled: 10 days after due date
Subject: *** FINAL WARNING: Your Account May be Restricted***

OFB Notice

Scheduled: 14 days after due date
Subject: *** FINANCIAL RESTRICTION NOTICE: Your Account has been Restricted***

Procedure for Placing Financial Restrictions for Current Term Students
Processed by:

Billing Assistant

Supervised by:

Billing Manager

Each term, a date is determined for placing restrictions on all accounts in the current term for students with an
outstanding balance. A series of email communications is sent prior to placement of the restrictions according to the
approved schedule. On the determined restriction placement date, a report is run through XPDB listing all students
with an outstanding balance and who are not on a payment plan or flagged as an “Exception” student on special
arrangements. Students on “Exception” are reviewed prior to placement of all restrictions to check if the student status
should remain in “exception” according to the special arrangement agreement noted in ARAC in Colleague.
Restrictions are placed in batch in Colleague using the ACDR screen and a “savelist” of students to whom a restriction
is needed. This process occurs twice, once for SO holds and once for OFB holds. Thereafter, this entire process occurs
bi-weekly and XPDB reports are submitted via email to the Associate Director and the Director of Student Accounting
after restrictions have been placed.

Procedure for Placing Financial Restrictions for Past Term Students
Processed by:

Collections Assistant

Supervised by:

Collections Manager

For check and balance, each month at the end of the month, reports are run by the Collections Manager through XPDB
in Colleague for all 5 terms going back one year from the last previously ended term. All accounts are reviewed for any
missed financial restriction hold and are placed manually in the PERC screen.

Procedure for Removing Financial Restrictions
Processed by:

Office of Computer and Information Services (OCIS)

Supervised by:

Billing Manager

Each night, a procedure is set to automatically run in Colleague that removed SO or OFB holds for all students with an
overall balance of zero or a credit balance. This process takes into account financial aid for the current term that may
not have been transmitted yet. Students contacting the Office of Student Accounting prior to the nightly auto-removal
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are manually removed by the Student Accounting Representative. In addition, restrictions may be manually removed
for students who have been newly categorized as an “Exception”.

EXISTING & NEW BALANCE BILLING COMMUNICATIONS
Policy / Purpose
After the forfeiture and restriction email series and processes, there are cases of students who still have not cleared
there balance and a balance still exist on their student account. There are also cases of students who have a newly
created balance through the unplanned loss of financial aid or due to the addition of new charges. In order to properly
address these accounts and to give these students the proper notification and opportunity to rectify their account a soft
email communication is sent to these students notifying them that a balance still exists on their account. These emails
are sent every two weeks until the collections process begins at the end of the term.

Procedure for Existing and New Balance Email Communications
Processed by:

Billing Assistant

Supervised by:

Billing Manager

Students are sent email communications according to the schedule below and the “Procedure for Sending Billing
Communications”.
Existing & New Balance – 7th Email Series
Student Selection Criteria
*All Students Registered in Current Term
*Minus Pending Financial Aid
*Balance >= 10
*Exclude TMS (Students on payment plans)
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)

Schedule for Existing & New Balance Series
Fall

Spring

Summer 1

Summer 2

September 30th

February 15th

June 15th

July 15th

October 15th

March 1st

July 1th

August 1th

October 30th

March 15th

November

15th

November 30th

April 1st
April 15th
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COMMUNICATION
Scheduled: As noted above
Subject: *** Notice: A Balance Exists on Your Account***

NEVER REGISTERED BILLING COMMUNICATIONS
Policy / Purpose
Students who have never registered to Kean University and have a balance on their account are pursued for collections
of any debt incurred. These balances may be as a result of a deferred application fee charge that was not paid at the
time of application, a housing cancellation charge and/or special program charges.
Communications to these students have changed verbiage and differ from the standard communications for registered
students. In order to properly address these accounts and to give these students the proper notification and opportunity
to rectify their account a soft email communication is sent to these students by the Billing Unit notifying them that a
balance still exists on their account. Off-Campus and High School students who have not yet cleared their account are
also included in this communication. The Billing Unit will send one communication to these students before precollection notices begin.

Procedure for Never Registered Email Communications
Processed by:

Billing Assistant

Supervised by:

Billing Manager

Students are sent email communications according to the schedule below and the “Procedure for Sending Billing
Communications”.
Never Registered – 8th Email Series
Student Selection Criteria
*All Students Never Registered with a Term Balance
*Balance >= 10
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)

Schedule for Never Registered Series
Fall

Spring

Summer 1

Summer 2

September 30th

February 25th

June 15th

July 15th

Page 61 of 184

Office of Student Accounting Policies & Procedures

TYPE
Balance Notification

(Revised February 2022)

COMMUNICATION
Scheduled: As noted above
Subject: *** Notice: A Balance Exists on Your Account***

OFF CAMPUS & HIGH SCHOOL BILLING COMMUNICATIONS
Policy / Purpose
Due to the timing of when these registrations occur and due to the “detachment” of students attending Off-Campus
sites, paper bills are mailed to these students home of record. In addition, the standard “existing balance” email
communications is sent to these students three times throughout the Fall and Spring terms and once during each
Summer term.

Procedure for Sending Off-Campus & High School Paper Bills
Processed by:

Billing Manager

Supervised by:

Associate Director

As scheduled below, a “savelist” is created at the colon prompt in Colleague of all students in a particular term coded
as “Off-Campus”. Paper Bills are generated in Colleague using SFAV Tuition & Fee Statement and mailed to the
student’s home of record. A note is entered in ARAC to indicate that a paper bill was sent, date sent and for what
amount.

Schedule for Off-Campus Paper Bill Mailing
Fall

Spring

Summer 1

Summer 2

October 15th

February 20th

June 30th

July 30th

SPONSORSHIPS BILLING
Policy / Purpose
Kean participates in the acceptance of sponsorship and grant funding from various organizations to facilitate payment
by third parties of students’ tuition and fees. The Sponsor Billing module in Colleague is used to transfer invoices from
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the sponsored Student AR Account to the Sponsor AR Account. This prevents student from receiving erroneous
notifications about an outstanding balance, forfeiture or financial restrictions.
The Billing Department is notified in several ways that a student’s tuition and fees or other expenses will be paid by a
third party. A list may be submitted from an on-campus academic department, or a voucher or letter of authorization
from the employer* or sponsor may be mailed or delivered to the Student Accounting Office. Some third party payers
post lists on their website, and the Billing Department staff retrieves the participants’ names online.
*For those students whose employers take payroll deductions and submit payment on their behalf, those payments go
directly to the cashier and are not part of the sponsorship process.
A student whose tuition and fees or other expenses will be paid by a third party (such as an employer, a grant or an
outside scholarship) must submit a voucher or letter of authorization from the employer or sponsor to the Student
Accounting Office with a copy of their tuition and fee bill.
Sponsors are billed within a week of receipt of the voucher/list, so long as the student has registered and it is past the
term start date.

Examples of Sponsorships

AFFINITY FEDERAL CREDIT UNION
AF-ROTC
AIR FORCE TA
AIR FORCE TUITION ASSISTANCE
AMERICORPS
CH 33 VET-GI BILL
COMMISSION F/T BLIND
COMMISSION F/T BLIND
COOPER UNION
COUNTY OF UNION
DEPT. CHILDREN AND FAMILY
DVR BRIDGETON
DVR CAMDEN
DVR ELIZABETH
DVR HACKENSACK

JFK MUHLENBERG
JP MORGAN CHASE
MERIDIAN HEALTH CARE
NAVY
NAVY TUITION ASSISTANCE
NAVY-NAWCAD
NJ DEPT OF LABOR
NJ TURNPIKE BOND
OCEAN COUNTY COLLEGE
PRUDENTIAL
PSI PERTH AMBOY
PSI-BERGEN TECH VOCATIONAL SCHOOL
PSI-CENTER FOR TEACHING AND LEARNING
PSI-CENTER FOR TEACHING AND LEARNING
PSI-ELIZABETH PUBLIC SCHOOLS
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DVR HACKETTSTOWN
DVR JERSEY CITY
DVR MORRISTOWN
DVR NEPTUNE
DVR NEW BRUNSWICK
DVR NEWARK
DVR PATERSON
DVR SOMERVILLE
DVR TENNESSEE
DVR TOMS RIVER
DVR TOMS RIVER
DVR TOMS RIVER-OCC BOOKVOUCHER
DVR TOMSRIVER
DVR TRENTON
ESC-PAU UNIVERSITY
FLORIDA PRE PAID
GO ARMY

(Revised February 2022)

PSI-HILLSIDE BOARD OF ED
PSI-IRVINGTON
PSI-NEWARK
PSI-ORANGE
PSI-PATERSON
PSI-PEOPLE'S PREP CHARTER SCHOOL
PSI-PERTH AMBOY
PSI-SELF
PSI-SPARTA
SETON HALL-ROTC
TOMORROW'S WORKPLACE
UCVOTEC-APA
UNION COUNTY APA
VERIZON
VETERAN AFFAIRS
WORKFORCE
WORKFORCE DEVELOPMENT

Procedure for Sponsorship Billing
Processed by:

Third Party Billing Coordinator

Supervised by:

Billing Manager

Once students are identified, entries are made by the Third Party Billing Coordinator in the Sponsor Billing Module in
Colleague (STSP) to credit the student’s account and debit the sponsor’s account under AR type 07. This transfer of
invoices prevents incorrect billings.
At the point on invoicing, the student’s account is checked to review any updated tuition and fee charges and any
financial aid received. Any adjustments since the initial sponsorship entry are noted in STSP. SPSD (Student
Sponsorship Statement Def) and SPSP (Sponsorship Statement Processing) are run to define and print the sponsor
statement. The sponsor invoice is mailed or faxed.
Sponsor accounts that are past due are sent another invoice and contacted to resolve unpaid dues. If the balance is
not paid after the second billing (60 days) or if the student becomes ineligible for the sponsorship, the sponsor billing
credit will be reversed on the student account and the student will be responsible for payment. This reversal transfers
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the invoices back from the Sponsor AR Account to the Student AR Account. Students are immediately notified of their
balance due.

Procedure for Sponsorship Reporting
Processed by:

Third Party Billing Coordinator

Supervised by:

Billing Manager

A Third Party Billing spreadsheet is maintained that summarizes all billing activity. This spreadsheet is maintained
updated on a daily basis and is emailed to the Billing Manager, Associate Director and the Director of Student
Accounting at each month end for reporting. Sponsor receivables are further monitored and reviewed by running a
sponsor receivable trial balance report (ARTB).

Procedure for Sponsorship Payment Processing
Processed by:

Third Party Billing Coordinator

Supervised by:

Billing Manager

Upon receipt of payment from the third party sponsor, either by check or wire transfer, a cash receipt session is opened
and records payments received from sponsors in SPEN to credit the Sponsor AR Account. Once payment is received,
all documents are imaged and stored electronically. Deposit cover pages and back up documentation is complied for
wire payments received from sponsors. The documentation is submitted to the Head Cashier for recording to the
Monthly Deposit Log and for storing of cash receipt records.

FEDERAL, STATE & PRIVATE GRANT PROGRAMS
Policy / Purpose
Kean participates in various federal grant programs as administered by Kean Program Grant Administrators. When a
student’s tuition and fees will be paid by a federal, state or private grant, the Program Grant Administrator contacts the
Office of Student Accounting and the Office of Research and Sponsored Programs to set up the terms of the
grant. Grant amounts are applied towards tuition and fees.

Procedure for Recording Grants
Processed by:

Data Processing Assistant

Supervised by:

Associate Director
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Prior to the payment due date of the semester, the Grant Administrator will forward a list of awarded students to the
Office of Student Accounting. Through Colleagues Sponsorship Billing Module, a Sponsor AR Account is established
and the Student AR Account is credited while the invoice is transferred to the Sponsor AR Account. After the add/drop
period, the Office of Research and Sponsored Programs signs off that the grant has sufficient funds to cover the
sponsored students. The Sponsor AR Account is then charged in Colleague (MCRG) with a credit of the grant AR Code
with the grant cost center.

TUITION WAIVERS
Policy / Purpose
Waivers are established in the Colleague system for certain populations of students that meet certain defining criteria
and eligibility criteria as appropriated by University policy. The Office of Student Accounting works to ensure that policy
is applied and that eligible students are credited accordingly.
Different tuition waivers have different policies as to what portion of the charges are covered.
If a student should become ineligible at any point for the waiver the student is held responsible for the balance due.

Procedure for Applying Waivers to Student AR Accounts
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Billing Manager

Supervised by:

Associate Director
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The Billing Manager is responsible for establishing the waiver in the Registration Rate Tables in Colleague in order for
the system to calculate waivers based on the University policy. However, some offices on campus are responsible for
populating the “student types” in SPRO in order to ensure proper billing and the waiver credit.
Generally, another department sends a student list of those eligible for the waiver. If the “student type” is entered after
the student has registered and after charges have been applied, a “force rebill” is done through BILL in Colleague to
reduce the AR balance in the students’ accounts. Waiver adjustments are accomplished in AJIN.

Tuition Waivers

Waiver Type
DOCTORAL ASSISTANT WAIVER
GRADUATE ASSISTANT WAIVER
UNEMPLOYED STUDENT WAIVER
EXCHANGE STUDENT
NORTH NJ NURSING CONSORTIUM
NATIONAL GUARD WAIVER

Waiver Coverage
Tuition & Fees
Tuition & Fees
Tuition & Fees
Tuition & Fees
Tuition & Fees
Tuition Only
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WASHINGTON INTERNSHIP PROGRAM
EMPLOYEE DEPENDENT WAIVER
PROFESSIONAL CLASSIFIED WAIVER
INTERNATIONAL STUDENT WAIVER

EEO SUMMER TUITION WAIVER

FOREIGN STUDENT WAIVER
SENIOR CITIZEN WAIVER

(Revised February 2022)

Tuition Only
Tuition Only
Tuition Only
Tuition Only

Tuition Only up to 12 credits
(Summer Only)
Only the Difference between In
state and Out of State Rate is
Waived
Tuition, Student Leadership Fee
& Late Registration Fee

Waiver Policy
RULE
Sponsor Billing
RULE
Waiver Policy
(Freshman) &
Sponsor Billing
(Returning Students)
RULE

Waiver Policy

*Set Up
RULE = Rule within the standard Registration Rate Tables by student type
Waiver Policy = Separate Registration Rate Table specifically defined for the Waiver class. These waivers have an
associated waiver policy in their Rate Tables as defined in WAVP in Colleague
Sponsor Billing = Account credited through Sponsor Billing Module

NJ NATIONAL GUARD TUITION WAIVER
Policy / Purpose
New Jersey State Law provides tuition free enrollment in public institutions of higher education for qualifying members
of the New Jersey National Guard and qualifying surviving spouses and children of New Jersey National Guard Soldiers
and Airmen. The New Jersey National Guard Tuition Program (NJNGTP) provides Soldiers and Airmen the opportunity
for professional development by defraying a major portion of tuition costs while serving in the New Jersey Army or Air
National Guard.
Eligibility
Any member of the New Jersey National Guard shall be permitted to attend regularly scheduled courses at any public
institution of higher education in the State of New Jersey and receive up to 16 credits per semester tuition free provided:
1.

The member has completed Initial Active Duty Training (IADT).
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The member is an active drilling member in good standing with their New Jersey National Guard unit of
assignment.

3.

The member has been accepted to pursue a course of undergraduate or graduate study and is enrolled as an
undergraduate or graduate student in good standing at that institution.

4.

Each year the member must apply for Financial Aid, either through the institution’s Financial Aid Office or
online at www.fafsa.ed.gov to receive all entitled state and federal student grants and scholarships.

Any child or surviving spouse of a deceased member of the New Jersey National Guard, who has completed Initial
Active Duty Training and was killed in the performance of his or her duties while on Active Duty or killed in the
performance of his or her duties while a member of the New Jersey National Guard, shall be permitted to attend
regularly scheduled courses when (3) and (4) apply; and, available classroom space permits and tuition paying students
constitute a minimum number required for the course.
Benefits
When qualifying criteria is met, the service member, or eligible surviving children or spouse, will be permitted to
attend regularly scheduled courses at any New Jersey public institution of higher education and receive up to 16
credits per semester tuition free.
Limitations and Termination


Once accepted, tuition will be waived; however, will be required to pay for all other expenses, including lab
fees and books.



Students must contact the Veterans Representative or Financial Aid Office at the host institution prior to
registration because each participating state institution has their own policies and procedures for
administering the NJNGTP.



If the service member stops drilling, thus becoming an unsatisfactory participant, the commander is to
contact the Education Services Office in writing via e-mail and the service member will be dropped from the
program. As a result of becoming an unsatisfactory participant, the service member then becomes
responsible for any tuition costs that were waived at their host institution.

Financial Aid
If financial aid is received by a student in the form of a grant or scholarship, the service member pays for the tuition
costs with these funds first.
(1) Example 1: Sergeant P. receives a $1,000 Pell Grant. His tuition for the Spring Semester is $750.00. Sergeant P.
pays for his tuition cost with the Pell Grant money, and retains the balance. $1,000 - $750.00 = $250, goes towards
any additional costs i.e. Books for the upcoming semester.
(2) Example 2: Sergeant P. receives a Pell Grant for $500.00. His tuition cost for the Spring Semester is $750.00.
Sergeant P. pays for his tuition cost with the Pell Grant money $500.00-$750.00 = -$250.00 and the school uses the
NJNGTP to waive the remaining balance that is owed.

Academic Standards
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Satisfactory academic progress must be maintained. Any student, whether full or part-time, must maintain the grade
point average established by their host institution college.

Out of County or Out of State Student Residency
If eligible for the NJNGTP, all tuition is waived regardless of residency. Note: No public institution of higher education
in New Jersey shall impose a nonresident tuition rate or differential fee on a member of the New Jersey National Guard

Additional Degrees
Subsequent undergraduate and or graduate degrees are authorized if the service member meets the eligibility criteria.

Dropping Courses
Students must follow college procedures for dropping courses.

Concurrent Use
Students can use this program together with the Montgomery GI Bill if eligible. However, students may not use the
NJNGTP with Federal Tuition Assistance (FTA).

Mobilization
Any member of the New Jersey National Guard whose enrollment in a public institution of higher education on a
tuition-free basis is interrupted by a deployment to active duty shall be permitted to receive the free tuition benefit
after discharge from service under conditions other than dishonorable. In the event of a non-medical discharge or a
medical discharge that is not caused by an illness or injury related to the performance of duties for the National
Guard, eligibility for the free tuition benefit shall begin from the date of discharge and shall continue for one semester
or a period of time equal to the length of the deployment, whichever is longer.
In the event of a medical discharge or medical retirement as a result of illness or injury incurred in the combat theater,
as a result of terrorist action, or in the response to a natural disaster, eligibility for the free tuition benefit shall begin
from the date of discharge or retirement and shall continue until completion of the degree program in which enrolled or
for five years, whichever occurs first.

Procedure for National Guard Waiver
Processed by:

Office of Veterans Affairs / Billing Unit
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Billing Manager

The Office of Veterans Affairs sends a list and/or individual waivers for eligible Veterans. The Billing Unit may receive
several lists over the course of the semester as Veterans file paperwork. Each student is entered in SPRO with a
“student type” NG for the first day of class date and NW (Non-Waiver) for the last day of the term. A force rebill is then
done in the BILL screen, which posts the waiver to the account through a separate Registration Rate Table. If the
student has financial aid grants/scholarships, the waiver is reduced by that amount through a manual adjustment in
MCRG. Students can have loans without any penalty.

CLASSIFIED/PROFESSIONAL STAFF WAIVERS
Policy / Purpose
The Office of Human Resources, under the approval of the President, offers educational benefits to classified,
unclassified and managerial employees.
Classified, unclassified and managerial employees are allowed to use the Tuition Waiver Program to earn an
undergraduate and/or graduate degree, regardless of their title. This is ONLY applicable to the first undergraduate and
graduate degree.
Employees are required to submit an application prior to the established deadlines each term. Employees are required
to follow the policies and procedures in order to maintain eligibility and must maintain grades of “C” or better..
This waiver covers tuition only, with the employee responsible for the fees. The employee is also responsible for the
full cost of any additional credits not included in the number of credits covered by the waiver. If a waiver student receives
a grant, even if it does not cover all charges, then the student becomes ineligible for the staff waiver. Loans are applied
without any penalty and do not affect the waiver.

Procedure for Crediting Staff Waivers
Processed by:

Tuition Waiver Coordinator

Supervised by:

Billing Manager

The Classified Staff Waiver and the Professional Staff Waiver are handled through the Sponsor Billing module in
Colleague. The lists of Individual Staff Tuition Waivers are received from Human Resources and are entered in the
STSP screen by the Billing Staff, who set up a sponsorship for each semester for each waiver. SSRP is used to run
and review a report before posting the waivers. SSTB is then run to post the sponsor credit to the employees’ account
and transfer the invoices to the Kean sponsorship. Human Resources forwards adjusting lists throughout the semester
for the waiver students.
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After completion of add/drop, the Student Accounting Data Processing Assistant offsets the sponsorship receivable
with an Invoice credit adjustment (MCRG) to bring the receivable back to zero using the appropriate AR Code.

EMPLOYEE DEPENDENT TUITION WAIVERS
Policy / Purpose
The tuition waiver program provides free tuition to all eligible dependent children of employees during their full-time
enrollment at Kean University. Tuition waivers are available for dependent children completing their first undergraduate
degree. In no case will tuition waivers be granted beyond ten (10) semesters or the number of credits required for
completion of the specific degree program. Tuition waivers are only available for fall and spring semesters.
The term “child” shall include biological, legally adopted children, stepchildren and legal wards of full-time Kean
University employees. A “dependent child” is a child who is a financial dependent of his / her parents, as defined by the
Federal Financial Aid Program.
Eligibility Requirements
Employees
1.

Full-time permanent employees in all job categories at Kean University who have worked full-time for a
minimum of one (1) year prior to the start of the first day of the semester shall be eligible for the tuition waiver
for dependent children.

2.

Dependent children of employees who have not completed the provisional test period are ineligible.

3.

To maintain eligibility, the employee must maintain active full-time employment status. If an employee fails to
maintain active full-time employment with Kean University, the tuition waiver will cease at the end of the
academic semester in which the status changed.

4.

If an employee dies while in active full-time employment status at Kean University and if the child was admitted
or enrolled at the time of the parent’s death, the child will be eligible to complete the first undergraduate degree
within a five (5) year period. All policies and restrictions otherwise applicable to this tuition waiver will apply.

Children
1.

Children must meet the university’s academic criteria for admission to Kean University and maintain full-time,
matriculated student status. Tuition waivers are available for the completion of their first undergraduate
degree. This program does not cover graduate or post baccalaureate programs.

2.

Tuition waivers are granted for fall and spring semesters only. All fees are the responsibility of the student.
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Submission of completed FAFSA (Free Application for Federal Student Aid) is required. The tuition waiver will
be reduced by the amount of the financial aid granted.

4.

The child must maintain dependent status. A child will be ineligible if he or she meets the Independence
Criteria as defined by the Federal Student Aid Program:


Students who are receiving or are eligible to receive scholarship and/or tuition assistance
through other Federal, State or private agency resources.



The child is twenty-four (24) years of age or older.



The child is a graduate or professional student.



The child is married.



The child is an orphan or a ward of the court (or has been a ward of the court until reaching
the age of 18).



The child is a veteran of the U.S. Armed Forces.



The child has certain dependents other than a spouse.

Procedure for Crediting Employee Dependent Waivers
Processed by:

Tuition Waiver Coordinator

Supervised by:

Billing Manager

The Billing Department receives a list of Employee Dependent Waivers from Human Resources. Each student is
entered in SPRO with the ED student type for the first day of the term and NW for the last day of the term. A force rebill
is then done in the BILL screen, which posts the waiver to the account. If the student has financial aid
grants/scholarships, the waiver is reduced by that amount through a manual adjustment in MCRG. After grades are
recorded, letters of reimbursement are forwarded from Human Resources instructing the billing department to adjust
accounts accordingly and to bill the student if necessary.

UNEMPLOYMENT WAIVERS
Policy / Purpose
Pursuant to N.J.S.A. 18A: 64-13.1 et seq. or 18A: 64A-23.1, the State of New Jersey created a program to allow certain
unemployed individuals to attend a public institution of higher education in the state of New Jersey tuition-free on a
space available basis. Additionally, individuals who qualify for this program may have certain fees waived or reduced.
To apply for this benefit, individuals must obtain certification from the Department of Labor, Division of Workforce New
Jersey that they qualify for this benefit. Additionally, individuals must verify their past presence in the labor market for
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at least two years and their unemployed status or receipt of a layoff notice as proof of eligibility or an Employability
Development Plan from the Division of Employment Services.
They can have loans without any penalty.

Procedure for Applying the Unemployment Waiver Benefit
Processed by:

Tuition Waiver Coordinator

Supervised by:

Billing Manager

An unemployment waiver spreadsheet is emailed from the Office of Financial Aid to the Office of Student Accounting
Billing Unit. For each student a student type is entered in SPRO with the UP student type for the first day of the term.
This is followed by another entry of NW (non-waiver) for the last day of term. A force rebill is then done in the BILL
screen, which posts the waiver to the account through the Registration Rate Tables. If the student has financial aid
grants/scholarships, the waiver is reduced by that amount manually using MCRG. Adjusting entries are forwarded
throughout the semester.

EEO SUMMER PROGRAM TUITION WAIVER
Policy / Purpose
The EEO program is designed to assist students who do not meet general admission criteria but have the potential to
succeed in a college environment. The program provides developmental studies in a supportive environment that
begins during a six-week summer program. Eligibility is determined and managed in the EEO Department. There are
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two components to the EEO program: Incoming Freshmen and EEO Renewal (returning students). Fees and housing
expenses are covered by financial aid transmitted through the Financial Aid Department.
The EEO Department provides a book voucher list directly to the book store. Freshman EEO Summer students are
eligible to receive a free meal plan.

Procedure for Crediting Freshman EEO Summer
Processed by:

Tuition Waiver Coordinator

Supervised by:

Billing Manager

This is a Summer II program only. Upon receipt of a list from the EEO Department, the tuition is waived by student type
in SPRO EE and then a force rebill in Colleague.

Procedure for Crediting Returning EEO Summer
Processed by:

Billing Assistant

Supervised by:

Billing Manager

An online list of funded students is provided to the Billing Department about a week before classes start. Upon receipt
of the list from the EEO Department, the Billing Assistant sets up a sponsorship in the Sponsor Billing module in
Colleague that covers tuition charges only. Changes/additions to the list are received from EEO on a daily basis through
the term.
After completion of add/drop, the Student Accounting Data Processing Assistant credits the Sponsor AR Account to
bring the sponsor receivable back to zero using an AR Code in MCRG recording to the appropriate general ledger
account.

Procedure for Crediting Freshman EEO for Meals
Processed by:

EEO Department

Supervised by:

Billing Unit

A request is sent from the EEO department to the Office of Student Accounting to load the student ID cards with flex
plan funds. The request is then forwarded by the Billing Unit to the Office of Computer and Informational Services for
execution and loading of the cards.

GRADUATE & DOCTORAL ASSISTANTSHIP WAIVER
Policy / Purpose
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Each year, Kean University offers a limited number of graduate assistantships. Assistantships draw on a variety of
different skills and require a service on campus for 15-20 hours each week, depending on assignment. Through this
special program, a select number of Graduate students will have tuition and fees waived.
In some cases the waiver is absorbed by Kean, however there are some students whose tuition and fees are grant
funded. Graduate Assistants are entitled to keep EOF grants in addition to their waiver or grant. Graduate Assistants
are also entitled to apply for student loans without it affecting their grant/waiver. No other type of tuition waiver or
financial aid is permitted.
Doctoral and Graduate Assistantships are awarded by the Graduate Assistant Coordinator in the Nathan Weiss
Graduate School. The governing rules and policies are the same for both programs. Assistantships require 15 – 20
hours work per week and are in effect for a full academic year, commencing with the fall semester and terminating at
the end of the spring semester. Students cannot be full time employees elsewhere, and must carry a full time course
load, for which the University will waive tuition and fees. Students must maintain a GPA of at least 3.0 each semester.
If a student leaves the program mid-semester the student is held liable for all charges and the waiver is removed. The
Graduate Coordinator notifies the Office of Student Accounting office to bill the student. The Doctoral Assistantship
Waiver has the same policies as the Graduate Assistantship, but is never grant funded.

Procedure for Waiving Graduate Assistants Tuition & Fees
Processed by:

Billing Manager

Supervised by:

Associate Director

Annually, the Graduate Assistantship Coordinator in the Nathan Weiss Graduate School will add in Colleague a student
type “GA” or “DA” (in SPRO). In addition, a separate “waiver policy” code (WAVP) is created and included in each
relevant Registration Rate Table that define the waiver policy of all tuition and fees for Graduate Assistants. When a
student registers, the waiver is automatically calculated and is reflected in the Student AR Account. If the “student type”
is entered after a student has already registered, the Graduate Assistantship Coordinator will contact the Billing
Manager to request a “force re-bill” (BILL) and waiver adjustment of the student account.

Procedure for Grant Funded Graduate Assistants
Processed by:

Data Processing Assistant

Supervised by:

Associate Director
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For this category of Graduate Assistants, the Graduate Assistantship Coordinator initially enters a “student type”
(SPRO) as per the preceding paragraph. Later in the term, the Graduate Assistantship Coordinator removes the
“student type” and provides a memo to the Student Accounting Data Processing Assistant that lists grant funded
graduate assistants, their student ID#, the Grant name and the fund and cost center to be charged.
For the grant funded grad assists, in the Colleague Sponsorship Billing module, the Date Processing Assistant sets up
a Sponsor AR Account (#618992) and transfers the student invoices to the sponsor account to cover tuition and
fees. After the add/drop period ends for the semester, the Office of Research & Sponsored Programs is consulted to
verify sufficient funding of the grant. Once verified, Sponsor AR Account is credited with the Grant AR Code though
MCRG that charges the appropriate Grant fund and cost center. Each student and each grant is individually charged
through MCRG in order to provide a proper audit trail.
The Graduate Assistantship Coordinator also issues other individual memos throughout the semester as non-grant
funded graduate assistants are added or become ineligible. If ineligible, the student is mailed an invoice and a restriction
is placed on their account.

AUTHORIZED TUITION W RITE-OFF (DEBT FORGIVENESS)
Policy / Purpose
In some instances, it is determined that it is necessary to waive as a courtesy all or a portion of tuition and fees. This
debt forgiveness and write-off is only authorized in writing by the Director of Student Financial Services for amounts
under $500 or the Executive V.P. of Operations for amounts over $500. All courtesy write-offs are processed and
charged to a separate general ledger account.
Reasons for Debt Forgiveness


Advisement Error or Misguidance



Financial Aid Award Error



Special Circumstance Debt Forgiveness



Student is Deceased

Procedure for Processing a Courtesy Tuition Write-Off
Processed by:

Billing Manager

Supervised by:

Associate Director

Upon determination of the Director of Student Financial Services that all or a portion of a student’s tuition and fee
charges should be forgiven, a memo is issued stating the reason and circumstances and signed for approval by the
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Director of Student Financial Services if the amount is under $500. The memo is given to the Billing Manager for
crediting the Student AR Account in Colleague with a Waiver/Write-Off AR Code for the amount and term specified.
If the amount is over $500, a memo is issued from the Director of Student Financial Services to the Executive V.P. of
Operations for signature and approval. Once approved, the memo is submitted to the Billing Manager for processing.
All memo records are maintained in a separate file.

TUITION REFUND POLICY (WITHDRAWALS)
Policy / Purpose
Students withdrawing from the University are subject to the following refund policy:
Withdrawal First Week of Classes

100% Refund

Second Week of Classes

75% Refund

Third Week of Classes

50% Refund

Fourth Week & Thereafter

0% Refund

**Above applies only to the Fall and Spring terms. Summer terms are posted on the Academic Calendar by date.
Students are asked to refer to the Academic Calendar posted by the Registrar’s Office for specific dates for each term
on http://www.kean.edu/KU/Academic-Calendar-Registrar .
Stopping payment on a check, having a check returned for insufficient funds or canceling a credit or debit card payment
does not constitute official withdrawal or cancellation of financial obligation incurred through registration. If a student
intends to withdraw, they are required to comply with published withdrawal procedures.
Matriculated full-time students will qualify for a refund only in the event they drop down to part-time status (less than
12 credits for undergraduate and less than 9 credits for graduate) during the refund period. The refund will then be the
difference between the full-time flat rate and the part-time rate for the number of credits remaining based on the
percentages of the Tuition Refund Policy listed above. Thereafter, the refund will be calculated on an individual course
basis based on the above percentages. Part-time students qualify for refunds on an individual course basis through the
refund period.
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Procedure for Refunding Tuition & Fees
Processed by:

Billing Manager

Supervised by:

Associate Director

For each Registration Rate Table, the same Refund Policy Code is applied in Colleague in RGRP. The Refund Policy
set up is defined by calendar days from the term start date and is created for each academic year. Summer Refund
Policies are created separately. Refund calculations are calculated automatically and accordingly in real time once an
adjustment to registration is made.

CASHIERING & PAYMENT
PROCESSING
PAYMENT OPTIONS & PROCESSING
Policy / Purpose
To offer students convenience in paying for their educational expenses, Kean University offers a variety of payment
options online, in person or by mail. Not all payment options are available for all types of fees. Procedures for payment
processing are noted in this section with consideration of Payment Card Industry (PCI) compliance, proper and accurate
recording, internal controls, recordkeeping & safeguarding of cash and checks.
Payment Options


Cash



Personal Check (Checking, Savings, Trust, HELOC)



Corporate/Commercial Check



Money Order



Travelers Check



Certified Bank Check



Electronic Check (E-check)



Visa



MasterCard



Discover



Diner’s Club



International Wire Transfer through Peertransfer
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PAYMENT CARD INDUSTRY (PCI) COMPLIANCE
Data security has become a primary consideration for every business that accepts credit and debit cards for the
payment of goods or services. To promote the security of the credit and debit card payment systems, the major card
brands established the Payment Card Industry Council (PCI) to oversee its Data Security Standards (DSS). Merchants
of all sizes must ensure that cardholder data is protected from a security breach.
As part of its daily operations, many of the University’s departments and vendors accept debit and credit cards on
campus. With this in mind, Kean University is committed to undergoing the necessary requirements to protect the
privacy of our customers and ensure compliance with Payment Card Industry Data Security Standards (PCI DSS).
The card brands categorize merchants’ PCI compliance by four merchant levels. The minimum requirement for a level
4 merchant is to complete a PCI-DSS Self-Assessment Questionnaire (SAQ) on an annual basis and achieve a passing
score. Elavon, the University’s merchant services processor, has partnered with TrustWave, a Visa and MasterCard
accredited Qualified Security Assessor and Approved Scanning Vendor, to provide access to the SAQ and conduct
Network Vulnerability Scans on a regular basis.
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To protect cardholder data and mitigate financial exposure, it is imperative that all merchants validate and demonstrate
PCI-DSS compliance. All merchants are required to comply with PCI-DSS and all payment applications must be
certified and validated annually. New merchants have ninety (90) days from merchant application approval to validate
compliance. Existing merchants will be notified annually regarding recertification requirements. Requirements for
certification vary depending on the number of transactions an entity processes, and the manner in which they are
processed.

PAYMENT OPTIONS SUMMARY
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Payment Type
Tuition/Meals/Housing
Tuition/Meals/Housing
Tuition/Meals/Housing
Tuition/Meals/Housing
Tuition/Meals/Housing
Tuition/Meals/Housing

Payment
Method

(Revised February 2022)

Payment Options

Credit Card
Check
Cash
Debit Card
Corporate Check
Money Order

MUST PAY via Keanwise
May pay on Keanwise
Cashier
Cashier
Cashier
Cashier

Credit Card
Check
Cash
Debit Card
Corporate Check
Money Order

MUST PAY online via
http://kean.edu/parking
Cashier
Cashier
Cashier
Cashier
Cashier

Transcript Request
Transcript Request
Transcript Request
Transcript Request
Transcript Request
Transcript Request

Credit Card
Check
Cash
Debit Card
Corporate Check
Money Order

May process a via Keanwise
or in Person
Cashier
Cashier
Cashier
Cashier
Cashier

Flex Plan
Flex Plan
Flex Plan
Flex Plan
Flex Plan
Flex Plan

Credit Card
Check
Cash
Debit Card
Corporate Check
Money Order

Cashier
Cashier
Cashier or Flex Machines
Cashier
Cashier
Cashier

Parking Fines
Parking Fines
Parking Fines
Parking Fines
Parking Fines
Parking Fines

Page 82 of 184

Convenience
Fee
3%
NO FEE

3%

3% Online only
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Application Fee
Application Fee
Application Fee
Application Fee
Application Fee
Application Fee

Credit Card
Check
Cash
Debit Card
Corporate Check
Money Order

Online via Recruiter
Cashier
Cashier
Cashier
Cashier
Cashier

Tuition Deposit

All Methods

Cashier

3% Credit Card

Certification Fees

All Methods

Cashier

3% Credit Card

Graduation Fees

All Methods

Cashier

3% Credit Card
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APPLICATION FEE PAYMENT
Policy / Purpose
Non-refundable application fees are collected and tracked as potential students apply to the University. Applications
and application fee payments via credit card are accepted online through the Admissions “Recruiter” System (a product
of Ellucian/Datatel Colleague). In the Recruiter system, Paypal serves as the payment gateway and Elavon as the
merchant processor for credit card payments made online. Accepted credit cards include Visa, MasterCard, Discover
and Diner’s Club. Merchant fees are absorbed by Kean and not passed on to the student in the form of a convenience
fee.
Applicants may also choose to mail a payment by check directly to the Office of Admissions.

Procedure for Entering Application Fee Payments
Processed by:

Office of Admissions & Head Cashier

Supervised by:

Student Accounting Services Manager

On a daily basis, the Office of Admissions will record all check payments received into a session in Datatel Colleague.
Since these applicants have not yet been assigned a student ID number and do not have a student account in
Colleague, entry of these payments are made as individual non-AR items. The Office of Admissions will then mark the
applicants Recruiter account as paid.
Once all checks payments are entered, the checks along with 2 SSRC reports and a deposit slip is submitted to the
Office of Student Accounting daily to be included in the daily deposit to Wells Fargo. The Student Accounting cashier
will count and verify receipt of the payments and sign off on the SSRC report.
Credit card payments received online in Recruiter are entered on a daily basis by the Head Cashier of the Office of
Student Accounting. A batch report is retrieved from PayPal which indicates the total amount collected in the prior
business day. This total amount is entered as a lump sum entry into Colleague in a separate session as a Non-AR item
and a descriptive batch ID number is indicated as the Payee. Non-AR items are not associated with a student account.
Non-AR items will debit cash and record revenue and is not a reduction of receivables.
Upon completed and accepted applications, students are assigned one student ID number which does not change over
the student’s life. This ensures duplicate accounts from being created.
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TUITION DEPOSIT PAYMENT & DEPOSIT ALLOCATION
Policy / Purpose
Once a student has been admitted and accepted to Kean they are requested by the Office of Admissions to submit a
non-refundable tuition deposit which is applied towards their tuition for the term in which they plan to attend. Tuition
deposits are primarily mailed by students in the form of a check to the Undergraduate and Graduate Admission Offices.

Procedure for Entering Tuition Deposit Payments
Processed by:

Office of Admissions & Office of Student Accounting

Supervised by:

Head Cashier / Student Accounting Services Manager

On a timely basis, the Admission Offices will record all check payments received into a session in Datatel Colleague
onto the student’s AR account. Student ID numbers are noted on the check. If the payment is to be applied for a term
that falls for a future fiscal year, the payment is applied as deferred revenue in the Deposit Allocation module in
Colleague.
Once all checks payments are entered, the checks along with 2 SSRC reports and a deposit slip are submitted to the
Office of Student Accounting to be included in the daily deposit to Wells Fargo. The Student Accounting cashier will
count and verify receipt of the payments and sign off on the SSRC report.
Students wishing to pay by credit card, debit card or cash may do so in person at the cashier window located at the
Office of Student Accounting. Accepted credit cards include Visa, MasterCard, Discover and Diner’s Club. Merchant
fees for credit card payments are not absorbed by Kean and are passed on to the student in the form of a 3%
convenience fee. The cashier will process the payment in Datatel Colleague in the cashier’s daily cash receipt session.
A process is run in Colleague (BDAL) by the Director of Student Accounting at the beginning of each fiscal year after
July 1st and periodically thereafter until all tuition deposits held in a deferred revenue account are moved to the general
account. Amounts are only moved once a student is registered and tuition charges have been applied or if a tuition
deposit forfeit fee has been charged for non-attending students.

HOUSING APPLICATION FEE PAYMENT
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Policy / Purpose
Students who plan to reside in student housing on campus are required to submit an online application via the Keanwise
student portal and to submit their housing application fee payment online via credit card. On Keanwise, Paypal serves
as the payment gateway and Elavon as the merchant processor for credit card payments made online. Accepted credit
cards include Visa, MasterCard, Discover and Diner’s Club. Merchant fees for credit card payments are not absorbed
by Kean and are passed on to the student in the form of a 3% convenience fee.

Procedure for Entering Housing Application Fee Payments
Processed by:

Office of Student Accounting Cashiers

Supervised by:

Head Cashier / Student Accounting Services Manager

Once the application and payment have been submitted online through the Keanwise student portal, the housing
application fee invoice and payment receipt are automatically posted to the student’s AR account. A Datatel cash
receipt session is automatically created daily under a description of “Web Advisor” (Web Advisor is the generic student
portal name given by Datatel Colleague). This session opens after midnight upon receipt of the first transaction and
closes at 11:59pm. This is the same cash receipt session for tuition payments and transcript fee payments that are also
processed through the Keanwise student portal via PayPal.
Students wishing to pay check or cash may do so in person at the cashier window located at the Office of Student
Accounting. The cashier will process the payment in Datatel Colleague in the cashier’s daily cash receipt session.
Student ID numbers are noted on the checks.

TUITION PAYMENT
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Policy / Purpose
Tuition Billing
Tuition charges are billed to the student’s AR account at the point of course registration based on the tuition rates and
number of credits enrolled. Tuition rates are determined by the Kean University Board of Trustees annually and the
rates are posted online as well as in the Course Catalog. A control exists which is system dependent to accurately
measure and value the total bill for the student. Each student’s account set-up in Datatel Colleague is linked to a billing
table which is used to generate accurate charges to the student’s AR account in the form of invoice items. These invoice
items are subsequently posted daily from the AR subsidiary ledger to the general ledger.

Tuition Payment Options
Once a student has been billed and is required to make a tuition payment, they are able to do so in person at the Office
of Student Accounting in the form of cash, check, cashier’s check, corporate check, money orders and debit cards. In
addition, students have the option to pay online via the Keanwise student portal with a credit card or e-check (ACH).
Lastly, international wires are accepted through our Peertransfer service at http://kean.peertransfer.com.
Credit card payments are processed through the PayPal payment gateway using Elavon as the merchant processor.
Accepted credit cards include Visa, MasterCard, Discover and Diner’s Club. Students who wish to use the online credit
card option are assessed a 3% convenience fee.
ACH payments are outsourced to our e-check gateway provider, Tuition Management Systems (TMS). There is no fee
associated with an electronic check payment.

Procedure for Entering Tuition Payments
Processed by:

Cashiers

Supervised by:

Head Cashier / Student Accounting Services Manager

Student Accounting Cashiers handle the cash receipts process for tuition. A daily cash receipt session is open per
cashier from the start of the day and closed at the end of the day. All types of payments and payment methods received
throughout the day are entered and posted to these cash receipt sessions.


In Person Payments: Cashiers receive money in the form of cash, checks or debit card payments. Credit
cards for tuition are not accepted in person, the student must pay online. Students are not assessed a
convenience fee for use of a debit card. Payments processed by the cashiers are recorded in the Datatel
system and the monies are applied to the student’s AR account to the applicable term. The data entry is
necessary to create a receipt. A paper receipt is handed to the student for record.
Cash – As payments are received, cash is counted on the table under camera surveillance and
stored in the accepting cashier’s cashier drawer.
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Checks – As payments are received, checks are noted with the student ID# and stored in the
accepting cashier’s station.
Debit Card – Debit cards are handed to the cashiers and swiped through a card terminal provided
by Elavon Merchant Services. Students are asked to enter their pin number into the pin pad for
approval. Upon approval, two receipts are generated, one for the payer and one for Student
Accounting records. Receipts at this time are stored by the accepting cashier’s station.


Payments By Mail: The cashiers open the mail that comes into the Office of Student Accounting and record
monies received the same as money received in person into their daily cash receipt sessions.



Online Credit Card Payments (PayPal): Credit card payments made online through the Keanwise student
portal are automatically entered to the student’s account in real-time to the applicable term. Payments are
posted to the daily “Web Advisor” cash receipt session that is automatically created with the first daily
transaction after midnight and closes at 11:59pm. This is the same cash receipt session for housing application
fee payments and transcript fee payments that are also processed through the Keanwise student portal via
PayPal.



Online E-check Payments (TMS): Students are routed to a web link provided by Tuition Management
Systems (TMS) for e-check payments processed by the gateway. Like the Web Advisor session, a cash receipt
session is automatically created with the first transaction after midnight and closes at 11:59 pm. The session
is created under a description of “TMS User Webwiz”. Through this integration payments are posted in realtime to the student’s AR account to the applicable term.

Procedure for Opening Up Online Payments for a New Term
Processed by:

Billing Manager

Supervised by:

Associate Director

Prior to registration opening and upon opening “Immediate Billing” for Spring, Summer & Winter terms the Billing
Manager will send an emailed request to Tuition Management Systems to open up the term payment option and to add
the term to the drop down menu option on the TMS Gateway website. In addition, FIWP is updated in Colleague to
allow for credit card payments online for the term.
For the Fall term, payment options are requested to be open as of July 1 st.
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FLEX PLAN PAYMENT
Policy / Purpose
Students have the option to make a payment to their flex plan account which avails funds on their ID card for use at
campus POS systems for dining or at the campus bookstore. Students can make a payment at the cashier’s window in
the form of a debit card, credit card, cash or check. Students choosing to pay with a credit card are assessed a
convenience fee of 3%. Students may also pay by cash at the Cbord flex plan payment machines located at the
Administration Building on the 3rd floor and by the University Center.

Procedure for Entering Flex Plan Payments
Processed by:

Cashiers

Supervised by:

Head Cashier / Student Accounting Services Manager

For payments received in person at the Office of Student Accounting, the accepting cashier will input the payment in
the cashier’s daily cash receipt session and credit the student’s AR account to the current term and provide a receipt
to the student. A flex plan invoice is then charged to the AR account to offset the payment credit. The funds become
available to the student ID card through a nightly download to the CS Gold system (ID card system provided by CBord).
The nightly download includes AR codes “FLX1” and “FLX2”.

Procedure for Collecting Cash at the Flex Machines
Processed by:

Cashiers

Supervised by:

Head Cashier / Student Accounting Services Manager

Each week, two cashiers walk together to collect the cash at both machines on campus. The flex machine keys and
four “meter cards” are located at the safe of the Director of Student Accounting that is accessible only by the Director
of Student Accounting and the Managing Assistant Director of Student Accounting. Another spare set of keys and cards
are located at the safe at the office of the Managing Assistant Director.
While at the flex machines, the cashiers must use the four meter cards as labeled “View”, “Send”, “Clear” & “Z”. Using
the meter cards, the cashiers must view and batch reports, send reports to CS Gold and clear any history in the machine
to bring the balance back to zero. Report totals should be used to reconcile the amount in hand. The cash must be
placed in a lock and key cash bag and counted upon return to the Office. The keys to the flex machines and the “meter
cards” must be returned immediately upon completion of the task.
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Each week, reconciliation is performed by the Data Processing Assistant of the cash receipts entered by the cashiers
and the amounts credited to the students on CS Gold.

GRADUATION & CERTIFICATION FEE PAYMENTS
Policy / Purpose
Graduation fee and certification fee payments are accepted only in person at the casher’s window in the form of cash,
check, debit or credit card. Students choosing to pay by credit card are assessed a 3% convenience fee. Graduation
fees is $100 and Certification fees are subject to the rates as governed and set by the State of New Jersey.

Procedure for Entering Graduation & Certification Payments
Processed by:

Cashiers

Supervised by:

Head Cashier / Student Accounting Services Manager

The accepting cashier will input the payment in the cashier’s daily cash receipt session and credit the student’s AR
account to the current term and provide a receipt to the student. Student ID numbers are noted on checks. A graduation
fee or certification fee invoice is then charged to the AR account to offset the payment credit.
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TRANSCRIPT FEE PAYMENT
Policy / Purpose
Transcripts requests are only honored and released to students who have fulfilled all financial obligations and do not
have a financial hold on their account. Students may request a transcript online through the Keanwise student portal
or in person to the Office of the Registrar for a fee of $10 for each official transcript. Students making their request
online have the option of paying their transcript fees by credit card. Merchant fees for credit card payments are not
absorbed by Kean and are passed on to the student in the form of a 3% convenience fee.

Procedure for Entering Transcript Fee Payments
Processed by:

Cashiers / Online

Supervised by:

Head Cashier / Student Accounting Services Manager

Credit card payments made online through the Keanwise student portal are automatically entered to the student’s
account in real-time as a Non-term item to the student’s AR account. The transcript fee invoice is also automatically
posted to the student’s AR account in Non-term to offset the payment credit. Payments are posted to the daily “Web
Advisor” cash receipt session that is automatically created with the first daily transaction after midnight and closes at
11:59pm. This is the same cash receipt session for housing application fee payments and tuition fee payments that are
also processed through the Keanwise student portal via PayPal.
Check payments are accepted in person by the Office of the Registrar cashier who will process the payment to the
students AR account in Non-term. Student ID numbers are noted on the checks. A transcript fee invoice is also
generated to offset the payment credit in Non-term. The Registrar cashier will maintain a daily cash receipt session and
provides in a timely manner to the Student Accounting cashiers the checks collected, a copy of the SSRC report and
deposit slip with a summation of the number of items and amounts collected. The Student Accounting cashiers will
count and verify the amounts received.
Payments can also be made in person to the cashier’s window at the Office of Student Accounting in the form of a
credit or debit card, cash or check. The accepting cashier will input the payment in the cashier’s daily cash receipt
session and credit the student’s AR account to Non-term and provide a receipt to the student. A transcript fee invoice
is then charged to the AR account in Non-term to offset the payment credit.
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PARKING FINE PAYMENT
Policy / Purpose
Parking fines are assessed to students, faculty and staff in violation of Kean University Parking Policies. Citations are
issued and billed via the NuPark system (provided by T2 Systems). Payments for parking fines are accepted online by
credit card via PayPal or in person at the Student Accounting cashier’s window by check or cash. Payers choosing to
pay by credit card online are assessed a 3% convenience fee.

Procedure for Entering Parking Fine Payments
Processed by:

Cashiers / Online

Supervised by:

Head Cashier / Student Accounting Services Manager

Payments received in person by check or cash are processed by the accepting cashier. The accepting cashier will input
the payment in the cashier’s daily cash receipt session and credit the payer’s AR account in Non-term and provide a
receipt. Student ID numbers are noted on the checks. A parking violation fee invoice is then charged to the AR account
in Non-term to offset the payment credit. In addition the cashier will immediately mark the parking citation as paid in
NuPark.
Credit card payments may be paid online via the NuPark online module for payments where upon payment citations
are automatically marked paid in NuPark. Visa, Mastercard, Discover and Diner’s Club are accepted online. Payments
flow via a separate PayPal gateway account using Elavon as the merchant processor. On a daily basis, the Student
Accounting Head Cashier will print a report of the prior business day payments and enter in a separate cash receipt
session the total amount in lump sum as a Non-AR item that credits the parking revenue account.
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TRANSMITTALS, WIRES & OTHER NON-AR PAYMENTS
Policy / Purpose
When any department on campus outside of the Office of Student Accounting receives monies, they must fill out a
transmittal form and submit the form along with the cash and/or checks to the Office of Student Accounting.

Procedure for Entering Non-AR Payments
Processed by:

Cashiers

Supervised by:

Head Cashier / Student Accounting Services Manager

The Student Accounting cashier will enter the payment to their daily cash receipt session as a Non-AR item. The funds
are posted to credit various general ledger accounts as indicated on the transmittal form by the providing department.
A receipt is provided to the submitting department as proof of record. If the funds are received as a wire, the funds are
entered in a separate session backdated to the deposit date.

BANK DEPOSITS

Policy / Purpose
In order to ensure the safeguarding and proper recording and accounting of cash and checks, bank deposits are
prepared daily, each business day, and are picked up by secured armored services, Garda Inc.

Procedure for Preparing Cashier Bank Deposits
Processed by:

Cashiers
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Head Cashier / Student Accounting Services Manager

At day end, each cashier will close their cash receipt session in Datatel and print the session report. Each cashier’s
session report along with the collected cash, checks, and debit/credit card receipts are stored in a zippered plastic bag
and locked in the vault. In addition, the cashier’s drawers, which will each hold one hundred dollars in change, are also
stored in the vault.
The following morning, each Cashier reconciles the prior day’s payments to their session report totals. The cash and
checks are counted twice. After successfully reconciling the amounts, each Cashier prepares two deposit slips, one for
check and one for cash. In addition the merchant terminal batch settlement report is printed. The cashiers will also
endorse the checks with a stamp and bundle cash with the appropriate dollar bills. Loose change is placed in an
envelope. Upon completion, the cashier will submit their reconciled zippered bag to the Head Cashier.
The Student Accounting Head Cashier will begin to prepare the daily deposits at the deposit station outside of the
cashiering area under camera surveillance. The Head Cashier first verifies that the deposit slips and the merchant
terminal batch settlement reports match each cashier’s session report. The Head Cashier then compiles all the cash
and checks from all cashiers and begins to prepare a single check deposit and a single cash deposit. All cash and
checks are counted and a tape is prepared for the bank. Bank deposit slips are prepared for each deposit, one for
checks and one for cash. The Head Cashier will verify that the total payments received per the Cash Receipts Session
Reconciliation (SSRC) report matches up with the deposit slip of what is being deposited to Wells Fargo. The bank
deposit is prepared and completed by 12:00 noon.
A second count is performed at the deposit station by the Student Accounting Services Manager for dual verification.
Once verified, the deposits are placed and sealed in a Garda Armored Services pickup bag and stored in the vault.
These deposits are picked up on a daily basis by Garda Armored Services. The Garda pick up time varies as there is
no set time.

Summary of Daily Bank Deposits
Check Deposits

–

Each business day

Cash Deposits

–

Each business day

Merchant Terminals

–

Each business day
–

Touchnet Recruiter

Everyday

Touchnet Web Advisor

–

Everyday

Touchnet NuPark

–

Everyday
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BANK RECONCILIATION
Policy / Purpose
In order to ensure the availability of funds received and the proper recording and accounting of cash and checks, bank
deposits are reconciled daily, each business day, and are recorded into a Monthly Deposit Log by the Office of Student
Accounting. Reconciliation performed by the Office of Student Accounting is preliminary to the reconciliation performed
by the General Accounting Office. A preliminary reconciliation allows for findings early and immediate correction of the
finding.

Procedure for Preliminary Reconciling of Bank Deposits
Processed by:

Head Cashier

Supervised by:

Student Accounting Services Manager

On a daily basis, the Head Cashier will summarize each deposit on separate Cash Receipt Cover Pages. These cover
pages will indicate the type of payment, transaction date, session numbers, session cashier users, session totals, any
reconciliation explanation and the total deposit amount along with the deposit date. The Head Cashier will sign off on
the cover page upon reconciling the deposit to the Wells Fargo bank account. All Cash Receipts and back up documents
are stored in the Office of Student Accounting.
The Head Cashier will print and prepare all backup documents associated with each deposit as follows:
Cashier Payments:
Cash Receipt Cover Page
Deposit slips
Garda Bag Receipts
Tape (itemized amounts of payments)
Merchant Terminal Receipts
Session Reports Summary (SSRC)
Detailed Session Reports
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PayPal – Recruiter (Application Fees)
Cash Receipt Cover Page
PayPal Batch Report
Session Report
PayPal – Web Advisor (Tuition, Transcripts, Housing application fees)
Cash Receipt Cover Page
PayPal Batch Report
Session Report “Web Advisor”
Touchnet – NuPark (Parking Fines)
Cash Receipt Cover Page
PayPal Batch Report
Session Report

All deposits are recorded onto a Monthly Deposit Log for recordkeeping and is submitted to the General Accounting
Office at month end. The General Accounting Office performs a second bank reconciliation upon closing of each month
and advises the Office of Student Accounting of any discrepancies or adjustments that need to be made.

SAFEGUARDING OF CASH
Policy / Purpose
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Cash collections require proper collection, recording, safekeeping, and deposit procedures. These procedures have
been developed and must be followed to protect the employee and the University from alleged negligence. Failure to
adhere to the procedures of safeguarding and cash handling will result in employee reprimand.
Cashier’s desk must be clean and clear of any paperwork when processing a transaction. Cashiers are considered at
a higher level of restriction, and only cleared Student Accounting personnel conducting business with the Cashiers
should enter the area at any time.
All cash, checks, coins & cashier drawers are to be safely placed in the cash vault at the end of each day. Access by
code to the vault is available only to all supervisors and managers of the Office of Student Accounting.

Procedure for Proper Cash Handling
Processed by:

Head Cashier

Supervised by:

Student Accounting Services Manager

Upon receipt of cash from a student, the cash must be counted and laid on the cashier’s desk in clear sight of the
cameras. If the student submits a single bill that requires no counting, this bill should also be laid out and made visible
for the camera.
Upon giving the student change for their transaction, once again the cash must be counted and laid on the cashier’s
desk for the camera before handing to the student.
All cashier bank deposits are to be counted and prepared with no distraction at the deposit station outside the cashiering
area under camera watch. All Cashier deposits are to be placed in a plastic deposit bag and submitted to the Head
Cashier or placed in the vault.

OVERAGE/SHORTAGE ACCOUNTING
Policy / Purpose
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For irreconcilable items that is untraceable such as cash or immaterial amounts are credited or debited to the
Overage/Shortage general ledger account.

Examples of Irreconcilable Items


Counterfeit bills that were returned from the bank and we are unable to identify who submitted the bill.



Notice from the bank was received that they deposited more than our total deposit amount.



Cashier Deposits that came up short or over and is irreconcilable.



Test transactions that were not recorded.

Procedure for Overage / Shortage Accounting
Processed by:

Student Accounting Services Manager

Supervised by:

Managing Assistant Director

A cash receipt entry is entered to the Overage/Shortage account 11-72120-5090 which is used to adjust immaterial
irreconcilable items. An email is sent to the General Accounting Office notifying them of such.

PETTY CASH
Policy / Purpose
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Petty cash is defined as all reserved cash in the vault that is used to ensure that the cashiers have adequate change
to service our student body and campus community. Under no circumstances is the petty cash to be used for expenses
of any kind. A total of $500 is maintained at all times in small bills and change.
At fiscal year end, the petty cash fund will be dissolved for accounting compliance reasons and a new petty cash fund
is created after the new fiscal start.

Procedure for Safeguarding and Maintaining Petty Cash
Processed by:

Head Cashier

Supervised by:

Student Accounting Services Manager

Petty cash is to be stored in the cash vault at all times unless counted. On a monthly basis, the Head Cashier will do a
full count of all petty cash to ensure that all petty cash funds are intact. Any change needed by the cashiers is to be
distributed by the Head Cashier or the Student Accounting Services Manager.

Procedure for Dissolving & Reissuing Petty Cash at Fiscal Year End
Processed by:

Head Cashier

Supervised by:

Student Accounting Services Manager

Annually on June 30th, fiscal year end, a separate bank deposit is performed by the Head Cashier for the depositing of
$500 in petty cash to the bank. The general ledger entry for this deposit is crediting 11-00000-1189 and debiting 1100000-1110. On July 1st a check authorization form is prepared in the name of the Student Accounting Services
Manager in the amount of $500. To open the new petty cash fund an entry is made with the check issuance to debit
11-00000-1189 and credit 11-00000-1110. The check is then taken to the bank to withdraw funds in the follow
denominations:
$1 bills $200.00
$5 bills $100.00
$10 bills $100.00
$.25 cents $50.00
$.10 cents $35.00
$.05 cents $10.00
$.01 cents $5.00

FISCAL YEAR END PREP ARATION
Policy / Purpose
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To ensure a proper cutoff between two fiscal years, funds physically received in the office by the Office of Student
Accounting on or before 6/30 (regardless of when they are deposited into the bank) are recorded in Colleague with a
transaction date of 6/30 or earlier.
Any portion of the above mentioned funds that are not deposited until 7/1 or later, will be reflected as “Deposits in
Transit” in the bank reconciliation.
Funds deposited directly into the bank account by third parties on or before 6/30 should be recorded in Colleague with
a transaction date of 6/30 or earlier. This is the case even if we do not become aware of such deposits until 7/1 or
later. Therefore, in this case, deposits being entered into Colleague on or after 7/1 can be backdated to 6/30 or prior
to reflect the actual date that the funds were received in our bank account.
All cashier cash receipt sessions and closed web payment sessions must be reconciled by June 30th in Colleague.

Procedure for Fiscal Year End Preparation
Processed by:

Head Cashier

Supervised by:

Student Accounting Services Manager

The Head Cashier will ensure that all sessions are closed and reconciled in SEMA to the exception of the open online
web payment. In addition, the Head Cashier guarantees that all funds received by June 30th are submitted to the bank
before June 30th. If necessary and a timely Garda Pickup cannot be arranged, the Head Cashier may be escorted by
Campus Police to the bank for the safe deposit of funds by June 30 th.

RETURNED CHECKS & CH ARGEBACKS

Policy / Purpose
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Returned Check
Any returned check (including e-checks) will be assessed a $50.00 returned check fee. In addition, a financial restriction
may be placed on the Student AR Account. Students are notified by email of the returned check and the returned check
fee and are asked to remit the funds immediately by cash, certified check or money order. Students for whose payment
has been returned by the bank unpaid for two or more times are subject to receive a returned check hold. This hold will
also indicate to cashiers to no longer accept personal checks from this student.

Credit Card Chargebacks
At times students/credit card payers choose to dispute the credit card transaction with their credit card company. The
Office of Student Accounting will receive notice of such disputed from Merchant Services. The notice advises of the
temporary debit to the bank account until the dispute is resolved. The notice also requires a response of the dispute by
a due date.

Procedure for Recording Returned Checks
Processed by:

Cashier

Supervised by:

Head Cashier

Once a check has been returned for insufficient funds or any other reason, Wells Fargo or TMS will send an email
notification to the Office of Student Accounting. The image of the check will display the student ID number that was
initially written by the accepting cashier. Upon notification, returned checks are entered in a separate session by a
cashier and the entry will reverse the payment, debiting the student’s AR account. In addition a returned check fee of
fifty dollars is charged to the student’s account. An email is sent to the student advising him/her of such.

Procedure for Recording & Responding to Chargebacks
Processed by:

Student Accounting Services Manager

Supervised by:

Managing Assistant Director

Upon receipt of notification, a response is prepared by the Student Accounting Services Manager and a debit is made
to the student’s account reflecting the chargeback. In the event the monies are returned to our bank account, the funds
are credited back to the student’s AR account.

REFUND PROCESSING
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REFUND CHECK VOUCHERS & ISSUANCES
Policy / Purpose
Refunds are issued to all students with a credit balance on their Student AR Account in Colleague in order to return
any excess payment due to the student. The student's account must reflect a credit balance before a refund can be
issued except on an individual case by case basis as approved the Director of Student Financial Services. The Office
of Student Accounting Refund Unit will review and voucher refunds accordingly and the General Accounting Office will
issue the refunds.
All refund checks are either mailed directly to the student by the General Accounting Office or transmitted electronically
via a direct deposit to the student’s account by General Accounting. Pick up requests are accommodated based on
emergency financial circumstances, an address problem or in instances where a student’s identity is compromised. If
the student does not pick up the check within ten (10) days of the issue date, the check is mailed.
Special attention is given to Title IV Financial Aid refunds to ensure timely issuance within 14 calendar days.

Refund Types:
Financial Aid Refunds – As a result of a Financial Aid transmittal and are usually due to proceeds of student loans.
Parent Loan Refunds – As a result of a Plus Loan transmittal and are issued directly to the borrowing parent.
Student Refunds – As a result of a student overpayment.
Non-AR Refunds – As a result of a credit due for Non-AR transactions as requested by various departments.
Advances – As a result of an approved emergency refund before Financial Aid has been transmitted or as approved
by the Director of Student Financial Services.
Third Party Refunds – As a result of a sponsorship overpayment.
Ocean County College (OCC) Refunds – As a result of student financial aid to be applied towards educational expenses
for courses taken at Ocean County College under consortium.

Procedure for Generating Refund Reports
Processed by:

Refund Manager
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Associate Director

A customized process was created by the Office of Computer and Informational Services (OCIS) that allows for reports
to be pulled up by refund category, one being financial aid refunds and the other non-financial aid refunds. These
reports are the basis for which most refunds are produced.
A process must be run to select accounts with credit balances for a specific term. There are two customized programs
run by sentences at the colon prompt, one for financial aid and one for non financial aid credit balances. These programs
are run periodically during each term as well as after the posting of each financial aid transmittal.
Each program will produce 3 reports:
1.

Credit Report – These are clearly identified refunds and are vouchered with no review to the exception of
records that have “*” or “#”. The asterisk indicates that a credit is located in a different term. The pound sign
indicates that the credit may be higher than the Financial Aid award transmitted (most likely due to a payment).
These accounts require review.

2.

Debit Report – Student may be due a refund but has a balance in a prior semester. Accounts are reviewed
and credit balance transfers are performed as needed. Credit balance transfers are not performed on accounts
whose credit for a term is strictly due to Title IV funding.

3.

Exception Report – This report lists records with special categories such as OCC, Unemployment waivers,
No AR activity, parking fine restriction, etc. Full review is performed on each of these records.

In Colleague, refund vouchers can be created individually through RFND or in a batch through RFVR and RFVC. The
batch process can only be used when the account balance is a credit.

Procedure for Submitting Voucher Report to General Accounting
Processed by:

Refund Manager

Supervised by:

Associate Director

Once all refunds for the week have been vouchered, a voucher report is produced at the colon prompt
“XAR.VOUCHERS” with a date range. The report is saved on the shared drive under a separate folder and a signed
copy by the Refund Manager is submitted to the General Accounting Office for issuing. The General Accounting Office
works to ensure a match of the voucher report and the checks issued report.

FINANCIAL AID REFUNDS
Policy / Purpose
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Kean University works to ensure compliance of federal regulations with regards to timely refunds of Title IV funds within
14 calendar days. This is achieved through strong communications and process controls between the Director of
Financial Aid Office, the Student Accounting Data Processing Assistant and the Student Accounting Refund Manager.
A credit balance may exist upon a Financial Aid Transmittal and the disbursement of financial aid to the Student AR
Account. Refunds may be due to excess of federal or state grants, Federal Stafford loans, Class loans, private loans
and/or scholarships.
Immediately upon completion of the transmittal process and posting notification, the Refund Manager will work together
with the Refund Unit to voucher refunds by batch and in some cases manually.

Procedure for Vouchering Financial Aid Refunds
Processed by:

Refund Unit / Refund Manager

Supervised by:

Refund Manager / Associate Director

On Mondays & Tuesdays of each week, the Refund Unit will work to complete the processing of any Financial Aid
Refunds as a result of a Financial Aid Transmittal. The Refund Manager will print refund reports for each selected term.
These reports are printed after confirmation of Financial Aid transmittals from the Data Processing Assistant. If the
transmittals are done for multiple terms the reports are printed for the relevant terms.
Upon running a customized sentence at the colon prompt, XAR.FA.REFUND.RPT, the refund report process is initiated.
When running the Refund program, the AR code is entered for financial aid refunds “FAR”, a term and date range are
also entered. The program will search the Student AR accounts for accounts that have had financial aid transmitted for
the selected term during the selected dates and have a credit balance for the selected term.
After the report has finished running at the colon prompt another sentence is entered at the colon prompt
“XAR.BROWSE.FAX.REF.RPTS” where the three reports as listed in the prior section are generated. All reports are
saved to the shared drive under a separate folder.
All refunds are on the reports must be vouchered accordingly, some with review, adjustment and analysis as noted in
the prior section.

PARENT REFUNDS
Policy / Purpose
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Kean University works to ensure compliance of federal regulations with regards to Parent PLUS Loans and that the
issuing of Parent PLUS Loans credit balances payable to the borrowing parent. This is achieved through strong
communications and coordination between the Director of Financial Aid Office, the Student Accounting Data Processing
Assistant and the Student Accounting Refund Manager.
After the completion of a Financial Aid transmittal and after all financial aid refunds have been vouchered, a separate
Financial Aid transmittal occurs which includes only the transmittal of Parent loans. This allows for a “clean” refund
report where all credit balances are to be issued to the borrowing parent.
Immediately upon completion of the PLUS loan transmittal process and posting notification, the Refund Manager will
work together with the Refund Unit to voucher refunds by batch and in some cases manually.

Procedure for Vouchering Parent Refunds
Processed by:

Refund Unit / Refund Manager

Supervised by:

Refund Manager / Associate Director

On Wednesdays & Thursdays of each week, the Refund Unit will work to complete the processing of any Parent Loan
Refunds as a result of a Financial Aid Transmittal. The Refund Manager will print refund reports for each selected term.
These reports are printed after confirmation of Financial Aid transmittals from the Data Processing Assistant. If the
transmittals are done for multiple terms the reports are printed for the relevant terms.
Running of the reports follow the same guidelines as in the above Financial Aid Refund section.
All payees will be manually adjusted to the name of the borrowing parent by copy and paste of the parents name.

STUDENT REFUNDS (OVERPAYMENT)
Policy / Purpose
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The Office of Student Accounting works to ensure that students in overpayment are refunded any amounts due. This
is achieved through constant review of Student AR Accounts at a credit balance. Overpayments may occur when a
student makes a cash payment over the amount of the charges due or a credit adjustment to the bill after amounts
have been paid. A large part of overpayments are due to student withdrawals during the period whereby the tuition
refund policy applies a credit to the Student AR Account. Full refunds are also issued in the event of class cancelation.

Procedure for Vouchering Student Refunds (Overpayments)
Processed by:

Refund Unit / Refund Manager

Supervised by:

Refund Manager / Associate Director

At the end of the 100% withdrawal period and again at the end of the 75% and 50% withdrawal period, and after each
financial aid transmittal, the Refund Manager runs a report of all credit balances for the semester. The report generates
a list of all students with credit balances for the term and total AR credit balances. The report is reviewed by the Refund
Unit and refunds are vouchered accordingly. Any discrepancies are reviewed by the Refund Manager prior to
vouchering. This process occurs bi-weekly.
Upon running a customized sentence at the colon prompt, XAR.NONFA.REFUND.RPT, the refund report process is
initiated. When running the Refund program, the AR code is entered for student refunds “SRF”, a term and date range
are also entered. This will generate a report of all students who have a credit balance for the selected term but have
not received any financial aid for the term.
After the report has finished running at the colon prompt another sentence is entered at the colon prompt
“XAR.BROWSE.FAX.REF.RPTS” where the three reports as listed in the prior sections are generated. All reports are
saved to the shared drive under a separate folder.

NON-AR REFUNDS
Policy / Purpose
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Fees that are managed and assessed by other Kean Offices and for which a refund may be needed, a formal request
must be submitted to the Office of Student Accounting Refund Manager by the Director of the requesting department.
Any refund due because of an administrative error to no fault of the student may be approved by the Director of Student
Accounting.
Any refund request to waive a fee due to a courtesy must be submitted by the department Director directly to the
Director of Student Financial Services for approval.
These refunds are mainly requested for transcripts, application fees and tuition deposits.
Other refund requests that are non-student related only require approval of the cost-center director. An example of this
would be the child care center needing to refund a parent.

Procedure for Vouchering Non-AR Refunds
Processed by:

Department Director / Refund Unit

Supervised by:

Refund Manager / Associate Director

An email or memo must be submitted by the department director to the Refund Manager indicating the student’s name,
Kean ID#, amount to be refunded, fee type and reason. The Refund Manager will prepare and complete a Check
Authorization form along with the original request. The form is submitted to the Director of Student Accounting for
signature. The refund is vouchered in Colleague and is submitted to the General Accounting Office. A list of these
requests is maintained on a spreadsheet by the Refund Manager for record.

Procedure for Refunding Credit Card Application Fee Payment
Processed by:

Refund Manager / Director of Student Accounting

Supervised by:

Director of Student Accounting

Application fee payments are mainly paid by credit card, as such, refunds are issued to the credit card. An email or
memo must be submitted by the department Director to the Refund Manager indicating the student’s name, Kean ID#,
amount to be refunded, fee type, payment authorization code, transaction date and reason. The Refund Manager will
forward the request to the Student Accounting Services Manager and the Director of Student Accounting. If the reason
is due to error the refund is processed through PayPal. A list of these requests is maintained on a spreadsheet by the
Refund Manager for record.

ADVANCES
Policy / Purpose
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In rare cases and only under the approval, Refund Advances are issued to a student. Advances are used in two distinct
scenarios as follows:
1.

Emergency – In some “emergency” situations as deemed and approved only by the Director of Student
Financial Services, a student may be approved to have their anticipated aid advanced due to the immediate
need of the credit balance that will be due after transmittal.

2.

Technical Error – In some rare cases, a technical error may occur in which the Colleague system does not
recognize a credit due to the student when in fact the student is indeed entitled to a refund.

Procedure for Vouchering Advances for “Emergencies”
Processed by:

Refund Manager

Supervised by:

Associate Director

An email is sent from the Director of Student Financial Services to the Refund Manager and the Director of Financial
Aid to award and transmit temporarily “KUAID” in the amount approved to allow for the issuance of an advance in the
Colleague system. Once the refund advance is issued the KUAID is immediately reversed from the Student AR
Account. Refunds are issued under “ADV:

Procedure for Vouchering Advances for “Technical Error”
Processed by:

Refund Manager

Supervised by:

Associate Director

If the technical error is unfixable, the Refund Manager will send an email request to the Director of Student Accounting
for approval. Refunds are issued under “ADV:

THIRD PARTY REFUNDS
Policy / Purpose
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To ensure that refunds are issued to the appropriate party, refunds are issued to sponsors due to student ineligibility of
the sponsorship or overpayments by the sponsor. In these cases, refunds are made payable directly to the sponsor.
In no cases are refunds to be issued to someone other than the student to the exception of Parent PLUS Loans, Ocean
County College and sponsorships.

Procedure for Vouchering Third Party Refunds
Processed by:

Third Party Billing Coordinator / Refund Unit

Supervised by:

Refund Manager / Associate Director

A request is sent by email or memo by the Third Party Billing Coordinator to the Refund Manager indicating the student’s
name, amount, sponsor name, sponsor ID#, amount to be credited and the refund reason. The Refund Unit will proceed
to issue the refund using AR Type “07” representing Sponsor Receivables. Third party refund requests may also come
from the Center for International Services to refund a portion of the $1000 deposit that may have been paid by a
sponsoring party. The Refund Unit will proceed to issue the refund and change the Payee as instructed.

OCEAN COUNTY COLLEGE (OCC) REFUNDS
Policy / Purpose
Students wanting to apply for a Kean Ocean program but do not yet have their associate’s degree may take courses
at Ocean County College for the Kean Ocean Joint Admission Program. Under consortium, these Kean students are
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billed at Ocean County College and are able to apply for Financial Aid through Kean University. No tuition and fees are
billed to the Student AR Account in Colleague.
Any Financial Aid awarded are used to cover educational expenses incurred at Ocean County College. Any remaining
credit is issued directly to the student.

Procedure for Vouchering Ocean County College (OCC) Refunds
Processed by:

Refund Unit / Refund Manager

Supervised by:

Refund Manager / Associate Director

The OCC office will send an Excel spread sheet to Kean University Office of Student Accounting prior to Financial Aid
Transmittal. The spread sheet will include the students’ names and social security numbers and the OCC tuition and
fees of each consortium student. KU Office of Student Accounting will add the Kean ID numbers and the Financial Aid
balance available to be paid to OCC for each student. The completed list will be emailed by KU Office of Student
Accounting to the OCC Student Accounting Office.
Credit balances for Ocean County students appear on the “Exceptions Report” which requires manual review as
opposed to an automatic refund. This was put in place to control refunds from being issued to the student directly.
Refund Checks are issued according to the spreadsheet received payable to Ocean County College.

3 YEAR CREDIT BALANCE REVIEW
Policy / Purpose
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As an ongoing effort to resolve credit balances, the Refund Unit is required to continuously review reports from the last
three years to bring any credit balance back to zero. The Refund Unit must communicate with other Units in the Office
and with other Kean Office to investigate and resolve all credit balances.

Procedure for Performing 3 Year Credit Balance Review
Processed by:

Refund Unit / Refund Manager

Supervised by:

Refund Manager / Associate Director

On an ongoing basis, reports are run using ARTM and XPDB in Colleague to find and search for any credit balance in
a term. The necessary action is taken to resolve the credit balance. Some actions will include refunds issued,
communication to the Billing Unit to add a tuition deposit forfeit fee, credit balance transfers as appropriated and
communication to the Data Processing Assistant to perform a small balance write-off under $1.00. Each account is
notated on the report and submitted to the Director of Student Accounting when complete by email.

DIRECT DEPOSIT

Policy / Purpose
Students have the option of registering for Direct Deposit of their refund checks by logging in to their KeanWise account.
The Student Menu provides a link in the Financial Information section that allows the student to enter their bank account
information. Separate links in the signup screen guide the student where to find the correct information to enter. A
second link provides the terms and conditions that govern direct deposit.
All direct deposits are in effect unless it is canceled by the student or canceled by the Refund Unit. The Refund Unit
will cancel a direct deposit when verifying the validity of the bank account information or when the student needs to
endorse a paper check for prior year balances.

Procedure for Pre-Noting Direct Deposit Accounts
Processed by:

Refund Unit / Refund Manager

Supervised by:

Refund Manager / Associate Director
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Once a week, the Refund Department runs a process to pre-note the bank accounts and verify that the bank account
information submitted is valid. This is run in Colleagues CF Module under ECPP. If the bank account is not valid the
Refund Unit will cancel the direct deposit and maile a paper check. Students are notified by email when their direct
deposit is cancelled. The ECPP reports are saved to the O drive in the Reports folder.

LOAN AUTHORIZATIONS FOR PRIOR YEAR CHARGES
Policy / Purpose
The Office of Student Accounting will generally not allow students to register for an upcoming term if a prior balance is
not satisfied. In some cases, students are unable to pay out of pocket the amount due and wish to rely on current year
aid to pay off the prior year charges. In an effort to offer continued education for these students the Office of Student
Accounting will accept a signed loan authorization form from the student.
In accordance with Federal Title IV regulations, current year loans may not be used to pay for prior year charges over
$200. If the prior year balance is under $200 a student may sign a written loan authorization to use current term aid
towards the prior year charges. This authorization may be canceled by the student at any time. In these cases a credit
balance transfer may be performed for up to the authorized amount not to exceed $200. This process is also used for
parking fines under $200.
If the balance is over $200, the student is requested to sign a loan authorization form to use current year Financial Aid
proceeds towards the prior year charges. Once the current term financial aid is transmitted, two refund checks are
issued payable to the student. The first check represents the amount of the prior year balance that is due to Kean
University. The student is asked to come to the office and endorse the back of this check and return the funds back to
the University as payment of the prior year balance. The second check represents the excess funds due to the student
for which the student is to keep. This process is also used for parking fines over $200.
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In no way is the student coerced to endorse the check and endorsement is voluntary however failure to pay prior year
charges will result in the reinstatement of a financial restriction to the account which will prevent future registration,
access to grades or transcripts. If the student does not come to the office, the check is mailed within 10 days of issuance
with a letter explaining the prior year balance and the obligation to pay. .

Procedure for Processing Loan Authorization Forms for Prior Year Charges
Processed by:

Student Refund Assistant

Supervised by:

Refund Manager / Associate Director

Students may voluntarily sign the loan authorization form at the Office of Student Accounting. When the authorization
form is submitted by the student, the SA Representative updates a note in ARAC to reflect receipt of the form and
removes the restriction from the student’s account. The form is submitted to the Student Refund Assistant who enters
all records onto a “Loan Authorization” spreadsheet located on the “O” drive. The spreadsheet will indicate the student
name, Kean ID#, amount authorized and from what term to what term. A separate tab is kept for parking fines.
The Student Refund Assistant verifies that the student is eligible and that they will indeed have enough aid to cover the
current charges and the prior term charges. If the student does not, the student is contacted and the restriction is
reinstated. Every last day of the week, the Refund Unit sends a list to the Billing Unit to flag these students as
“Exceptions” in ARAC to prevent billing emails, forfeiture and restriction processes.
When the financial aid transmits, two checks are vouchered. The first check is the amount of the previous balance
due. The second check is any leftover credit balance due to the student. The checks are held for pick up and the
Refund Unit emails and telephones the students to notify them. Upon arrival, the student endorses the check that
satisfies the prior balance and it is applied as a payment to the term holding the balance. The student is handed a
receipt for confirmation. In addition, the student is given a second check if applicable. If students do not come to pick
up their checks, the check is mailed within 10 days of issuance and is accompanied by a letter.
The spreadsheet is reviewed prior to transmittal and updated weekly to ensure that all accounts are still relevant and
that the student has not paid the prior balance. All accounts are followed up on and updated weekly until all prior
balances are paid.
All authorizations are immediately imaged into the ImageNow system after logging information to the spreadsheet.
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LOAN AUTHORIZATIONS TO HOLD EXCESS FUNDS
Policy / Purpose
The Office of Student Accounting will generally issue refunds automatically to students with any excess Title IV funds
in a term. In some rare cases, students wish to not be refunded and would like to hold the credit balance for an upcoming
term. The Office of Student Accounting will accommodate these requests in compliance with federal regulations and
are required to have the student sign a loan authorization form authorizing Kean University to hold excess funds.

The loan authorization must read as follows:
An FSA credit balance is created when the total of all FSA funds credited to a student’s account exceeds the total
of tuition, fees, room, board, and other eligible educational charges on a student’s account. Your FSA credit
balance of $2,500 from the Fall 2012 term was created by funds from the Federal Pell Grant and Federal
Direct Loan programs.
Unless a student or parent (in the case of a Parent PLUS loan) authorizes a school to hold a credit balance, the
credit balance must be paid to the student or parent as soon as possible, but no later than 14 calendar days after
the balance is created (or 14 calendar days after the first day of class if the credit balance was created before the
first day of class).
This form, if signed by you, authorizes Kean University to retain an FSA credit balance and pay it towards a future
term within the same loan period.
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A student or parent has the right to withhold their agreement from all or part of this authorization. If you elect not to
authorize the University to hold your FSA credit balance, the funds will be paid to you (the student or parent as
applicable) within the 14-day period noted above). Note that if you elect to later cancel your authorization, you will
be required to pay any outstanding charges to the University.
This authorization will remain in effect for each subsequent payment period unless you withdraw it. However, in no
case, will Kean hold an FSA credit balance of loan funds beyond the end of the loan period, nor an FSA credit
balance of other funds beyond the end of the last payment period in the award year for which the funds were
awarded.
This authorization may be withdrawn at any time by providing a written request to the following address: Kean
University, Office of Student Accounting 1000 Morris Avenue, Union NJ 07083
If you withdraw your authorization, the University will deliver any remaining credit balance to you within 14 days.
(Note that your cancellation is not retroactive.)

Procedure for Processing Loan Authorization Forms to Hold Excess Funds
Processed by:

Student Refund Assistant

Supervised by:

Refund Manager / Associate Director

Students may voluntarily sign the loan authorization form at the Office of Student Accounting. When the authorization
form is submitted by the student, the SA Representative updates a note in ARAC to reflect receipt of the form. The form
is submitted to the Student Refund Assistant who enters all records onto a “Loan Authorization” spreadsheet located
on the “O” drive. The spreadsheet will indicate the student name, Kean ID#, amount authorized and from what term to
what term. A separate tab is kept for requests to hold excess funds.
With each transmittal and refund processing, the Student Refund Assistant ensures that a refund is not automatically
issued. The Loan Authorization form is immediately imaged onto the ImageNow system after logging the information
onto the Loan Authorization spreadsheet.
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CREDIT BALANCE TRANSFERS

Policy / Purpose
If an account has a credit balance for one semester and a debit balance for another, and if the credit balance is NOT
as a result of Title IV funds, the term balances are adjusted to apply the credit balance to the term with a debit balance.
The term with the credit balance is debited and the term with the debit balance is credited for the same amount and the
net entry will be zero.
All Student Accounting Staff should perform credit balance transfers upon accessing an account with a debit and credit
balance in different terms. Most credit balance transfers are performed by the Refund Unit as they come across these
accounts when reviewing credit balance reports.

Procedure for Performing Credit Balance Transfers
Processed by: Student Accounting Staff
Supervised by: Refund Manager
If an account has a credit balance for one semester and a debit balance for another, the term balances can be adjusted
in CREN using Distribution code CBT. The Account Holder’s ID# is entered along with the amount and term that is to
be transferred. Line two repeats the account holder’s information but specifies the term to receive the transfer credit
along with the offsetting dollar amount.
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If the credit balance results from a cash receipt, the excess cash receipt can be transferred directly to the debit term
using the payment term transfer process, APTT.
All Managers and Program Assistants are trained in the process of credit balance transfers which occur on a daily basis
as part of the regular work flow.

SMALL CREDIT BALANCE TRANSFER
Policy / Purpose
It is established that refunds for less than $1.00 will not be processed. The following procedures will be followed to
adjust credit balance accounts of less than $1.00.

Procedure for Performing Credit Balance Transfers
Processed by:

Data Processing Assistant / Data Processing Specialist

Supervised by:

Associate Director / Director of Student Accounting

1.

All credit balance accounts of less than $1.00 must be adjusted on or before June 30th of each fiscal year.

2.

A report will be generated by the Data Processing Assistant and/or the Data Processing Specialist of all credit
balance accounts of less than $1.00 and submitted to the Director of Student Accounting.

3.

The Director of Student Accounting will submit a request to the Director of Student Financial Services along
with a detailed listing of all accounts with credit balances of less than $1.00 for approval of transfer to
miscellaneous income.
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Once approval is obtained, the accounts will be adjusted to reflect a $0 balance by having the credit balance
transferred to miscellaneous income by using AR Code SBT and the miscellaneous income general ledger
account 11-72120-4990. The transaction description will read "Small Credit Balance Transfer.”

The

adjustment will be performed by the Refund Unit and Data Processing Assistant under the direct supervision
of the Associate Director.
5.

After adjustments, a report will be generated for reconciliation purposes and presented to the Director of
Student Financial Services for review. All adjusted accounts will be compiled in a detailed listing and
maintained for record purpose.

VOIDING REFUND VOUCHERS

Policy / Purpose
Refund vouchers are voided by both the Student Accounting Refund Unit and the General Accounting Office for a
variety of reasons.
Refunds are voided prior to the issuance of the check by the Office of Student Accounting or by the General Accounting
Office upon the request of the Office of Student Accounting. These voids are due to a variety of reasons resulting in a
refund that should not be issued or should be issued in a lesser amount. Such reasons include an error or a notification
from the Financial Aid Department that aid is canceled or from other personnel in Student Accounting that the refund
should be cancelled. Requests to void a refund by the Office of Student Accounting Office to the General Accounting
Office are only made when a refund report for the week has already been submitted to the General Accounting Office
and prior to the issuance of the refund.
In addition, refunds are voided by the General Accounting Office for checks that are over six months old and have not
been cashed by the student. The Student Accounting Refund Unit works to reissue the check and contact the student
to resolve the credit balance. Refunds that have been issued twice and remain unclaimed are considered “unclaimed
property”.

Procedure for Voiding Refund Checks
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Processed by: Student Refund Assistant
Supervised by: Refund Manager
To void a voucher, VRAV in the CF module in Colleague is used. The voucher number is entered and the operator
updates out.
Every six months, the Refund Manager receives a report from the General Accounting Office that lists all voided
vouchers due to un-cashed status. The Student Accounting Refund Assistant attempts to contact the student via
telephone and/or email to ascertain why the check was never cashed and the correct address for the returned checks.
If the student is reached, the address is changed/verified and the check is reissued and mailed. If the student is not
contacted after multiple attempts, the check is revouchered and mailed again to the existing address in the system.

UNCLAIMED PROPERTY (UN-CASHED CHECKS)
PROCEDURES FOR HANDLING UNCASHED STUDENT REFUND CHECKS
(NON TITLE IV FUNDS)
1.

Checks that are outstanding over six months days are voided and credited back to the student’s account by
the General Accounting Office at the end of each quarter. Payment is stopped on checks and a list is sent to
the Student Accounting Office.

2.

The Student Accounting Office will notify the student in a form letter regarding procedures to have the check
reissued. An attempt will also be made to contact the student by phone.

3.

The Student Accounting Office Director will submit a request to the Associate VP for Administration and
Finance with a list of all remaining accounts for approval to transfer to miscellaneous income.

4.

Once approval is obtained, the accounts will be adjusted to reflect a “0" balance by having the credit balance
transferred to miscellaneous income by using AR Code URC. The transaction will be:
DEBIT - ACCOUNTS RECEIVABLE
CREDIT - MISCELLANEOUS INCOME ACCOUNT
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The transaction description will read “Undeliverable Refund”. The adjustment will be performed by
the Billing and Collection Supervisor, under the direct supervision of the Director of Student
Accounting Office.
5.

In case a student claims that he is due a refund, an entry will be made to re-establish the credit using AR Code
URR. The transaction will be:
DEBIT - MISCELLANEOUS INCOME ACCOUNT
CREDIT - ACCOUNTS RECEIVABLE

6.

The Revenue Account is established for the use of undeliverable student refunds. The account number is 1172120-4990.

7.

After adjustments, a report will be generated for reconciliation purposes and presented to the Associate VP
for Administration and Finance for review. All adjusted accounts will be compiled in a detailed listing and
maintained for record purposes.

THE FOLLOWING PROCEDURE WILL BE FOLLOWED FOR UNDELIVERABLE STUDENT REFUND CHECKS
FROM TITLE IV FUNDS:
General Accounting will notify the Student Accounting Office regarding any undeliverable refund checks returned by
the post office. Student Accounting Office will review the student’s account to determine whether the refund check
involves Title IV funds. If Title IV funds are involved, the procedure will be as follows:
The address of any undeliverable refund check will be verified by the Student Accounting Office through the colleague
system. If there is another address on file, the Student Accounting Office will notify Cash Control and the check will be
mailed to the new address.
If no new address or forwarding address is available and the student cannot be reached by phone or mail, the check
will be voided as outstanding after 90 days and the procedures below will be followed for return of funds to the financial
aid programs.

PROCEDURE FOR HANDLING UNCASHED STUDENT REFUND CHECKS RESULTING FROM TITLE IV CREDIT
BALANCES

1.

Checks that are outstanding over six months are voided and credited back to the student’s account by the
General Accounting Office at the end of each quarter. Payment is stopped on checks of $10.00 or greater
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and a list is sent to the Student Accounting Office. Checks of less than $10.00 are credited to miscellaneous
income using the URC entry described.
2.

The Student Accounting Office sends a letter to the student warning that the check has expired and that they
must contact the Student Accounting Office to have a replacement check issued. The student is informed that
if they do not request a replacement check within 30 days, the funds will be returned to their original source
and they will not be able to appeal to receive the funds.

3.

If a replacement check is not requested, the Student Accounting Office will prepare a memo to the Financial
Aid Office indicating the name, ID#, refund amount and term of the outstanding check. The memo will request
that adjustments to the Title IV funds be made in the amount of the refund check.

4.

The Financial Aid Office will adjust the student awards the adjustments will be posted through the transmittal
process. The Student Accounting forward the information to General Accounting for return of funds.

DEBT COLLECTIONS
PRE-COLLECTION
Policy / Purpose
To ensure responsible collecting of University receivables, delinquent accounts are pursued for collection of all past
due debt. At the end of each semester, after all billing communications from the Billing Unit have been completed,
delinquent accounts enter a pre-collection phase managed by the Collections Unit in the Office of Student Accounting.
Delinquent students are contacted by phone, email and letter requesting payment in ten days or the account will be
subject to external collection procedures. Students are also notified once an account has been referred to an agency.
Written pre-collection communications to the students advise that the University reserves the right to place accounts
with the State Off-Set Individual Liability (SOIL) program for deduction from personal income taxes and to pursue legal
action in a court of law for any outstanding account balance. If legal action is pursued, the student will be responsible
for all collection costs, including reasonable attorney fees, collection agency fees and court costs, in addition to such
amounts owed to the University.
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Students are given the option to avoid such actions and to make payment arrangements under an internal short or long
term payment plan not to exceed 10 months. Students are further advised that all financial restrictions will not be lifted
until the balance is cleared, even while on a payment plan. Students are also given the option for relief if they plan on
returning to the University for the upcoming term and will have enough excess financial aid to cover the prior balance.

PAST DUE COMMUNICATIONS
Policy / Purpose
The University will make every internal effort to notify students of their delinquent account and collect any outstanding
balances before referring the account to an external collection agency. Under the responsibility of the Collections
Manager, phone, letter and email communications are sent to the students requesting payment and warning of
Collection Agency Referral. If payment is still not received, the account will be turned over to the Collection Agency for
further collection activities.

Procedure for Sending Email/Letter Communications
Processed by:

Collections Manager

Supervised by:

Managing Assistant Director

A schedule of email communications is prepared by the Billing Unit prior to the billing of a term and presented to the
Director of Student Accounting for changes and approval. The schedule will include the dates of the communications,
verbiage and student selection criteria. Once approved, the schedule is sent to OCIS for customized set up in
Colleague’s Communication Management module. The communications schedule includes a “Collections Track”
email/letter series that are to be initiated by the Collections Manager on the scheduled day to ensure execution.
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One day prior to the scheduled communication, the Collections Manager will review for the following.
1.

Exception Status – All accounts in “Exception” status for special arrangements are to be reviewed to determine
if the status still applies. In addition, Exception status must be removed for students not fulfilling their payment
agreements of an internal payment plan. An end date of the current date must be assigned in ARAC in
Colleague under the Exceptions field.

2.

Student Selection Criteria – Student selection criteria is predefined at the beginning of the term by Office of
Computer and Informational Services (OCIS) according to the requests of the Office of Student Accounting.
In Colleague’s Communication Management module, in the student selection criteria screen BPD, the
Collections Manager must verify the student selection criteria is set up accurately so that the scheduled email
will be sent to the correct student selection.

Once verified for accuracy, the Collections Manager will send an email to OCIS requesting to initiate the sending of the
email. Both the Managing Assistant Director and the Director of Student Accounting are copied on this emailed request.
OCIS will send a test email for approval to the Collections Manager and copy the Managing Assistant Director and the
Director of Student Accounting for monitoring. Once approved by the Collections Manager via email, OCIS will complete
the sending of the email to the selected students. Confirmation is sent to the Office of Student Accounting with the
number of students sent and the “Savelist” name. In addition an electronic paper letter file is produced and sent by
OCIS to the Collections Manager to forward to the Kean Printing and Mailing Office.
Upon sending 2 past due notices, a collection referral notice is sent to complete the communication series. This series
is repeated in “cleanup series” until all accounts for a term has been referred to external collection agencies.

Pre-Collection – 7th Email/Letter Series

Past Due Letter # 1
Student Selection Criteria
*All Students with a Term Balance in Selected Term (Not defined by registration)
*Minus Pending Financial Aid
*Balance >= 25
*Exclude Students registered for upcoming term
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)

Past Due Letter # 2
Student Selection Criteria
*All Students with a Term Balance in Selected Term (Not defined by registration)
*All Students who received Past Due Letter # 1
*Minus Pending Financial Aid
*Balance >= 25
*Exclude Students registered for upcoming term
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*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)

Collection Referral Notice
Student Selection Criteria
*All Students with a Term Balance in Selected Term (Not defined by registration)
*All Students who received Past Due Letter # 2
*Minus Pending Financial Aid
*Balance >= 50
*Exclude Students registered for upcoming term
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)
***Collections Referral Notice is split equally between 2 primary collection agencies; Students are notified to which
agency their account was referred.

Pre-Collection “Cleanup” – 8th Email/Letter Series
“Cleanup” Past Due Letter # 1
Student Selection Criteria
*All Students with a Term Balance in Selected Term (Not defined by registration)
*All Students without an active Collection Hold Code in PERC (not currently placed by an agency)
*Minus Pending Financial Aid
*Balance >= 25
*Exclude Students registered for upcoming term
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)

“Cleanup” Past Due Letter # 2
Student Selection Criteria
*All Students with a Term Balance in Selected Term (Not defined by registration)
*All Students without an active Collection Hold Code in PERC (not currently placed by an agency)
*All Students who received Past Due Letter # 1
*Minus Pending Financial Aid
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*Balance >= 25
*Exclude Students registered for upcoming term
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)

“Cleanup” Collection Referral Notice
Student Selection Criteria
*All Students with a Term Balance in Selected Term (Not defined by registration)
*All Students without an active Collection Hold Code in PERC (not currently placed by an agency)
*All Students who received Past Due Letter # 2
*Minus Pending Financial Aid
*Balance >= 50
*Exclude Students registered for upcoming term
*Exclude Students on “Exception” Populated in ARAC (Students on special arrangements)
***Collections Referral Notice is split equally between 2 primary collection agencies; Students are notified to which
agency their account was referred.

Schedule for Pre-Collections Series – Fall

Term

TYPE
Past Due Letter # 1
Email/Letter

Past Due Letter # 2
Email/Letter

Collection Referral Notice
Email/Letter

“Cleanup” Past Due Letter # 1
Email/Letter

“Cleanup” Past Due Letter # 2
Email/Letter

COMMUNICATION
Scheduled: December 1st
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: December 20th
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
Scheduled: January 15th
Subject: *** COLLECTIONS REFERRAL NOTICE ***
Scheduled: February 1st
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: February 20th
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
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“Cleanup” Collection Referral
Notice

Scheduled: March 15th

Email/Letter

Subject: *** COLLECTIONS REFERRAL NOTICE ***

“Cleanup” communications may be repeated until all accounts for the term have been placed.

Schedule for Pre-Collections Series – Winter

Break Term

TYPE
Past Due Letter # 1
Email/Letter

Past Due Letter # 2
Email/Letter

Collection Referral Notice
Email/Letter

COMMUNICATION
Scheduled: January 25th
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: February 10th
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
Scheduled: March 1st
Subject: *** COLLECTIONS REFERRAL NOTICE ***

Email/Letter

Scheduled: March 10th
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***

“Cleanup” Past Due Letter # 2

Scheduled: April 1st

“Cleanup” Past Due Letter # 1
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Email/Letter

Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***

“Cleanup” Collection Referral
Notice

Scheduled: April 20th

Email/Letter

Subject: *** COLLECTIONS REFERRAL NOTICE ***

“Cleanup” communications may be repeated until all accounts for the term have been placed.

Schedule for Pre-Collections Series – Spring

Term

TYPE
Past Due Letter # 1
Email/Letter

Past Due Letter # 2
Email/Letter

Collection Referral Notice
Email/Letter

“Cleanup” Past Due Letter # 1
Email/Letter

“Cleanup” Past Due Letter # 2
Email/Letter

COMMUNICATION
Scheduled: May 1st
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: May 20th
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
Scheduled: June 15th
Subject: *** COLLECTIONS REFERRAL NOTICE ***
Scheduled: July 1st
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: July 20th
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
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“Cleanup” Collection Referral
Notice

Scheduled: August 15th

Email/Letter

Subject: *** COLLECTIONS REFERRAL NOTICE ***

“Cleanup” communications may be repeated until all accounts for the term have been placed.

Schedule for Pre-Collections Series – Summer

1 Term

TYPE
Past Due Letter # 1
Email/Letter

Past Due Letter # 2
Email/Letter

Collection Referral Notice
Email/Letter

“Cleanup” Past Due Letter # 1
Email/Letter

“Cleanup” Past Due Letter # 2
Email/Letter

COMMUNICATION
Scheduled: July 15th
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: August 1st
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
Scheduled: August 20th
Subject: *** COLLECTIONS REFERRAL NOTICE ***
Scheduled: August 30th
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: September 15th
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
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“Cleanup” Collection Referral
Notice

Scheduled: October 10th

Email/Letter

Subject: *** COLLECTIONS REFERRAL NOTICE ***

“Cleanup” communications may be repeated until all accounts for the term have been placed.

Schedule for Pre-Collections Series – Summer

2 Term

TYPE
Past Due Letter # 1
Email/Letter

Past Due Letter # 2
Email/Letter

Collection Referral Notice
Email/Letter

“Cleanup” Past Due Letter # 1
Email/Letter

“Cleanup” Past Due Letter # 2
Email/Letter

COMMUNICATION
Scheduled: August 10th
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: August 25th
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
Scheduled: September 20th
Subject: *** COLLECTIONS REFERRAL NOTICE ***
Scheduled: October 1st
Subject: ***IMPORTANT: PAST DUE COLLECTION NOTICE ***
Scheduled: October 20th
Subject: *** LAST CHANCE: FINAL DEMAND NOTICE ***
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“Cleanup” Collection Referral
Notice

Scheduled: November 10th

Email/Letter

Subject: *** COLLECTIONS REFERRAL NOTICE ***

“Cleanup” communications may be repeated until all accounts for the term have been placed.

COLLECTION CALL OUTREACH
Policy / Purpose
Prior to the pre-collection phase, students in the current term are contacted throughout the term with regards to their
past due balance. Follow-up calls are made to students who have promised to pay or have indicated that they have a
special issue that is pending resolution. Every effort is made to provide proper guidance and options to their individual
situation. Efforts are recorded in the account history.

Procedure for Collection Call Outreach
Processed by:

Collections Assistant

Supervised by:

Collections Manager

Each month end, after a report is run by the Collections Manager (XPDB), the Collections Manager will provide a list
on an Excel spreadsheet to the Collections Assistant of students with past due balances. On a daily basis, the
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Collections Assistants will call the students on the list and note the outcome of the call on the spreadsheet. The note is
also copied onto ARAC in Colleague with the date and time of the call. All phone numbers on a student’s account are
attempted. All students who promised to pay or have a special pending issue are put on a follow up call list with a future
date to be contacted.
At the end of each day, the Collections Assistant will email the Collections Manager with a copy to the Managing
Assistant Director and the Director of Student Accounting of all the students contacted and the outcome of each call.

INTERNAL PAYMENT PLANS
Policy / Purpose
To offer relief to students in hardship and to reduce accounts receivable, in house payment plans are offered for a short
or long term not to exceed 10 months as mutually agreed between both parties. Internal payment plans are only offered
to accounts not already referred to a collection agency. In addition, restrictions are not removed from the Student AR
account until all balances have been paid. Students may not receive transcripts, diplomas or register for a future term
until all balances have been paid in full.
Students must sign a promissory note which lays out the terms of the agreement and first installments are due upon
signing. Internal payment plans are managed through the ProBill Collections Management system. Payment
agreements in default are canceled and students are notified.

Procedure for Forming an Internal Payment Plan
Processed by:

Collections Assistant / Collections Manager
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Collections Manager

Upon reaching mutually agreeable terms a student must sign a promissory note as prepared by the Collections Unit
and make their first installment. The students account is noted in ARAC in Colleague and terms of the agreement are
noted. In addition, the Student AR Account is marked as being an “Exception” in ARAC which will include the term of
the balance and the end date as per the last payment date of the payment agreement. The “Exception” coding will
prevent the account from being placed with an external agency and will prevent regular communications.
After the account in Colleague is set and noted properly, the original signed payment agreement is placed in a binder
of all active payment plans. Upon fulfillment or cancellation of a plan, the original is submitted to the Imaging Unit for
scanning and linking into the Colleague system through ImageNow.

Procedure for Canceling Internal Payment Plans
Processed by:

Collections Assistant

Supervised by:

Collections Manager

In the middle of each month, a report is run in Probill to provide a list of students with active payment plans. The list is
reviewed by the Collections Assistant to find plans in default. Warning letters are sent to the student demanding
payment. Upon two consecutive months of non-payment, the payment plan is canceled and the student is notified by
letter and email. The Exception code in ARAC is assigned an end date of the payment plan cancellation date.

3-YEAR DEBIT BALANCE REVIEW
Policy / Purpose
As an ongoing effort to ensure responsible collections of University receivables, prior term accounts with outstanding
balances that are not placed with a collection agency or with the State Offset Individual Liability (SOIL) program are
reviewed to ensure that due diligence is performed and that accounts undergo the necessary collection activity.
All accounts over a period of the most recent three years are reviewed on a monthly basis. If the account has not been
placed and returned by a collection agency, contact is made by phone and the pre-collection phase begins until
placement with a primary collection agency. If the account has been returned by an agency the account is placed with
the state SOIL program.

Procedure for Obtaining & Analysis of 3-Year Balance Report
Processed by:

Collections Manager

Supervised by:

Managing Assistant Director
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On a monthly basis, the Collections Manager requests by email a customized report from the Office of Computer and
Informational Services (OCIS). Email requests are copied to the Managing Assistant Director and the Director of
Student Accounting. Upon receipt, a copy is sent by the Collections Manager to the Managing Assistant Director and
the Director of Student Accounting. A copy is also sent to the Collections Assistant for phone attempts and recording.
Students on the list are sent past due letter #2 and a Collections Referral Notice (in 15 day intervals) and placed with
the appropriate agency.

Student Selection Criteria for 3-Year Report
*Term Balance =past 3 years including all terms within the period
*All students with overall debit balance on account
*All students that DO NOT have an active restriction code of: CW, CW2, CN, CN2, ER, CF1, CF2 and SL

Output of 3-Year Report
*Last Name
*First Name
*Student ID#
*Term
*Term Balance
*Overall Balance
*All telephone numbers on account.

COLLECTION AGENCY - PRIMARY PLACEMENT
Policy / Purpose
Kean University is under contract with two primary collection agencies. Student accounts are passed on to the debt
collection agencies for further collection efforts. These agencies are considered “primary” as they are the first outside
placement after our internal collection efforts.
Once placed with an external agency, the account will be subject to collection costs at the industry standard rate,
typically 25-35%. These charges are solely the responsibility of the student.
Collection Placement restrictions will be immediately placed on any account that has been referred to an outside
agency. The restriction will serve as an indicator that the account has been placed and to which agency. The restriction
will also prohibit access to grades, transcripts, degrees, diplomas, and registration in any future term at the University.
The restriction will remain in force until the account is paid in full or the account has been returned from the agency as
“Uncollectible”.
After a period of twelve months of non-payment, the collection agencies are required to return the accounts back to
Kean as “Uncollectible”. Each month the collection agency will return accounts as listed on a “Returned” report.
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Accounts may be returned due to one year of non-payment, payment received in full, account was placed in error (as
reported by Kean), student filed bankruptcy, debtor is deceased or incarcerated, etc. Once returned, the restriction is
removed and the account is prepared for second placement. If the agency has made payment arrangements with the
student the agency is permitted to hold the account until the debt is cleared.
Primary Agencies
Williams & Fudge Inc.
Conserve Inc.

Procedure for Placing Accounts with a Collection Agency
Processed by:

Collections Manager

Supervised by:

Managing Assistant Director

Immediately after a Collection Referral Notice is sent to students, accounts are to be placed evenly amongst two primary
collection agencies. The selection of students and the agency assigned to each student is given by OCIS to the
Collections Manager in two “Savelist” names, one for each agency. Each “savelist” is run in Colleague through a
customized screen, XARX, which will create an Excel spreadsheet of all pertinent student account information that the
collection agency will need and requires for placement.
The Collection Manager will access the agency website and upload the appropriate spreadsheet for placement and
processing by the collection agency. At this time, all accounts are given the identifying restriction code of “CW” for
Williams & Fudge Inc., or “CN” for Conserve Inc. Restrictions to each account are placed in Colleague by batch through
the ACDR screen. Once placed, the number of accounts placed is noted by the Collections Manager on the “Monthly
Collection Agency Report” for reporting to the Director of Student Accounting.

Procedure for Processing Returned Accounts from a Collection Agency
Processed by:

Collections Assistant / Collections Manager

Supervised by:

Collections Manager

At the beginning of each month, reports are made available on the agency website for downloading. The Collections
Manager will retrieve the report at this time through secured login. The number of accounts returned is noted by the
Collections Manager on the “Monthly Collection Agency Report” for reporting to the Director of Student Accounting.
Timely removal of restriction codes is crucial for customer service and recordkeeping. Restriction codes are removed
In order to not refer students to an agency when the account has already been returned and to remove restrictions for
accounts that are paid in full whereby a student may plan on registering or obtaining a transcript.
Removal of restrictions is completed by the Collections Assistant by batch through ACDR in Colleague. The completed
report must be submitted to the Managing Assistant Director by the Collections Manager for review and
acknowledgement of completion.
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COLLECTION AGENCY PAYMENT PROCESSING FOR TUITION ACCOUNTS
Policy / Purpose
Payments are collected by the collection agency from students and are deposited and processed by the agency into
posted to the student’s collection agency account. At each month end, a remittance is available for download on the
collection agency website and a deposit of all payments collected throughout the month are sent to Kean’s Wells Fargo
operating bank account by wire. Payments are immediately posted to reflect on the Student AR Account in Colleague.
Agencies are asked to remit the net amount of the principal balance and to retain collections costs. When contacted by
a student whose account is by a collection agency, the student is to be referred to make payment directly with the
collections agency. In some instances, students pay their balance directly to Kean online through Keanwise. When
made aware of such instances, the collection agency is notified by the Collections Manager and the agency will invoice
Kean for the collections costs of the payment made directly to Kean.

Procedure for Collections Payment Processing for Tuition Accounts
Processed by:

Collections Assistant / Collections Manager

Supervised by:

Collections Manager
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At the beginning of each month, reports are made available on the agency website for downloading. The Collections
Manager will retrieve the report at this time through secured login. The total dollar amount collected is noted by the
Collections Manager on the “Monthly Collection Agency Report” for reporting to the Director of Student Accounting.
Timely recording of payments made by the student is crucial for customer service and recordkeeping. Payments are to
be entered to Student AR Accounts by the 5th of each month. Payments may be processed through an FTP process in
Colleague or through manual entry in a cashier session using the appropriate collection agency Distribution Code.
Upon completion the total amount entered must match and reconcile with the deposit received in the bank account.
The completed report must be submitted to the Managing Assistant Director by the Collections Manager for review and
acknowledgement of completion.

Procedure for Reporting a Direct Payment to Kean
Processed by:

Collections Assistant / Collections Manager

Supervised by:

Collections Manager

Upon being made aware of a payment being made directly to Kean, the Collections Manager or the Collections
Assistant will send an email to the collection agency advising them of the amount paid. At month end, the collection
agency will remit an invoice to be paid by Kean. A Collections Fee “AR Code” is invoiced to the Student AR Account to
display an accurate balance due to Kean. The invoice is reviewed by the Collections Manager and signed by the
Director of Student Accounting. At the beginning of each Fiscal Year, Blanket Purchase Order requests are prepared
by the Collections Manager for this purpose.

COLLECTION AGENCY REPORTING FOR TUITION ACCOUNTS
Policy / Purpose
Reporting of Collection Agency activity is necessary for determining the effectiveness and success of each agency and
the production of our Collections Unit. Reports are required to be submitted by the Collection Agencies and by our
Collections unit each month to ensure controls and monitoring of bad-debt receivables. Collection Agency reports are
to be retrieved from the agency websites by the Collections Manager and submitted to the Managing Assistant Director
for review.

Procedure for Obtaining and Submitting Collections Reports
Processed by:

Collections Manager

Supervised by:

Managing Assistant Director

Reports are downloaded by the Collections Manager from the collection agency website; action is taken where needed
and submitted for review. In addition, the Collections Managers prepares an agency summary report and University
receivables report. See details below.
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Required Reports to Be Submitted by Agency to Collections Manager
***All Reports Are To Be Maintained in Binders by Collection Agency and by Year. Each Binder Should Hold 4 Tabs,
one for each report type.


Payment Statement – A report of all payments collected throughout the month. This includes a list of student
names, the Kean ID, the total amount paid, amount applied to collections costs and the principal amount
remitted to Kean.



Acknowledgment Report – A report of new accounts placed. An acknowledgement report is sent for each
batch placement uploaded on the website.



Active Accounts Report – A report of all accounts currently placed and active by the agency and their account
status. Account status may include, skip-tracing, payment plan, promise to pay, in dispute, no contact, etc.



Returned Accounts Report – A report of all accounts returned for the specific month and the reason. This can
be due to twelve months of non-payment, paid in full, placed in error (as requested by Kean), filed bankruptcy,
incarcerated, deceased, etc.

Required Reports to Be Submitted by Collections Manager


Processed Payment Statement – The Collection Agency Payment Statement together with the cash receipt
session generated in Colleague. This report is due in the first week of each month and is submitted to the
Managing Assistant Director for review, initial and date received. This control allows for ensuring timely entry
of payments to the accounts and offers a report of the amount collected by the agencies.



Acknowledgment Report – The Collection Agency Acknowledgment Report is retrieved/received by the
Collections Manager. The number of accounts placed is logged onto the “Monthly Collection Agency Report”
and the Acknowledgment Report is submitted to the Managing Assistant Director for review, initial and date
received. This report is due upon receipt. This control allows for ensuring that accounts are being placed and
processed by the agency.



Active Accounts Report – The Collection Agency Active Accounts Report is retrieved/received by the
Collections Manager. The number of active accounts is logged onto the “Monthly Collection Agency Report”
and the Active Accounts Report is submitted to the Managing Assistant Director for review, initial and date
received. This report is due by the first week of each month. This control allows for ensuring that accounts
are actively worked on by the collection agency and advises on the total number of accounts undergoing
collection activity at the particular agency.
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Returned Accounts Report – The Collection Agency Returned Accounts Report is retrieved/received by the
Collections Manager. All Collection Agency restrictions are removed from Student AR Accounts in batch. Upon
completion, the number of return accounts is logged onto the “Monthly Collection Agency Report” and the
Returned Accounts Report is submitted to the Managing Assistant Director for review, initial and date received.
This report is due by the first week of each month. This control allows for ensuring that restrictions are being
removed in a timely manner and that agencies are returning accounts after twelve months of non-payment.



Monthly Collection Agency Summary Report – A report is prepared by the Collections Manager onto a
spreadsheet template. The Collections Manager will log the total number of active accounts, amounts
collected, number of accounts placed and number of accounts returned from the reports above and submit to
the Director of Student Accounting and the Managing Assistant Director via email. This report is a summary
view of all collection agency activities and is used to assess progress. This report is due in the first week of
each month.



Total Term Receivables Report – On the last day of each month, reports are generated for each term in a
period of one year (5 terms) indicating the total amount of receivables for a term and number of accounts to
be collected for that term. The reports are run through XPDB in Colleague to determine amounts uncollected
and the number of accounts uncollected. The totals for each term are logged onto a spreadsheet and
submitted to the Managing Assistant Director and Director of Student Accounting via email with the summary
spreadsheet and all XPDB reports attached. In addition, the current term report and the prior term report is
sent to the Collections Assistant for collection call outreach for accounts that have not yet been placed with a
collection agency.

STATE OFFSET INDIVIDUAL LIABILITY (SOIL) - SECONDARY PLACEMENT
Policy / Purpose
Kean University is under contract with the State Offset Individual Liability (SOIL) program under the New Jersey State
Department of Treasury, Division of Taxation & Revenue. The purpose of the set-off/offset program is to prevent an
individual from receiving a tax payment from the state government while owing money to a state agency such as Kean
University.
SOIL withholds personal NJ Gross Income Tax Refunds, Saver Rebates and Homestead Rebates from taxpayers. The
Division of Revenue administers SOIL and issues a notice to the taxpayer and, after a 35-45 day waiting period, if the
liability still is due, the intercepted monies are turned over to Kean.
Student account balances are passed on to SOIL for continued collection efforts when an account has been returned
from a primary collection agency. SOIL placements are considered “secondary” as they are the second outside
placement after a collection agency.
Accounts equal to or over $50.00 are placed monthly with SOIL through uploading of accounts to their server. Once
placed with SOIL, the account will be subject to deduction of their income tax refunds in the amount owed to Kean.
SOIL does not actively pursue accounts rather Social security matches are performed against income tax records. An
“SL” restriction codes is placed on these accounts until the account is paid in full. The “SL” restriction serves as an
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indicator that the account is placed with SOIL and also restricts access to grades, transcripts, diplomas and future
registrations to the University. Accounts sent to SOIL will remain with SOIL until the account is paid in full.
As monies are collected from SOIL, payment is remitted to Kean weekly in the form of a check. Payments are posted
to the Student AR Account in Colleague as it is received to be applied towards the principal tuition balance.

Procedure for Placing Tuition Accounts with SOIL
Processed by:

Collections Manager with the support of OCIS

Supervised by:

Managing Assistant Director

On a monthly basis, tuition accounts that have been returned by a primary agency are to be sent to SOIL with the
support of OCIS. All new accounts are compiled onto a spreadsheet and run through XARX in Colleague which will
provide a list of the overall amount due on each account. The file is sent to OCIS by the Collections Manager for
uploading to the SOIL server. “SL” restrictions are placed by batch to students accounts using ACDR in Colleague. A
master list of all accounts placed with SOIL must be maintained and include the date account was placed, debtor’s
name, Kean ID# and overall balance

Procedure for Reporting Current Amount Due to SOIL
Processed by:

Collections Assistant

Supervised by:

Collections Manager

Soil will send “cards” periodically. Each card represents a debtor for which a match has been found for a potential tax
payment. The card indicates the debtor’s information including the amount originally reported by Kean as being the
balance due. Return of these cards completed with the current amount due is required by SOIL by the indicated
deadline. The Collections Assistant will complete the cards and return to SOIL, a copy is kept for records and is imaged
and linked onto Colleague.

Procedure for SOIL Payment Processing for Tuition
Processed by:

Cashier / Collections Assistant

Supervised by:

Collections Manager

Timely recording of payments received by SOIL is crucial for customer service and recordkeeping. Payments are to be
entered to Student AR Accounts on the same day received. Upon receipt by the Collections Unit, A copy of the check

Page 139 of 184

Office of Student Accounting Policies & Procedures

(Revised February 2022)

and remittance are made and the original is submitted to the Head Cashier for payment processing to the students AR
account.
Payments are entered into Colleague according to the SOIL remittance report through manual entry in a cashier session
using the appropriate SOIL Distribution Code, “SOIL”. Upon completion the total amount entered must match and
reconcile with the check received. The SOIL check is included in the day’s deposit.
The Collections Assistant will record the amount received and the date of the remittance onto a spreadsheet for
reporting and tracking. In addition, an email is sent to the Collections Manager, Managing Assistant Director and the
Director of Student Accounting indicating the date of the remittance report, the amount received and total received to
date. Lastly, the remittance report is reviewed and recorded onto the Master list of how much was received for each
debtor. SL restrictions are lifted for accounts that are paid in full.

Procedure for Recalling Tuition Accounts with SOIL
Processed by:

Collections Manager with the support of OCIS

Supervised by:

Managing Assistant Director

On an as needed basis
On a monthly basis, tuition accounts that have been returned by a primary agency are to be sent to SOIL with the
support of OCIS. All new accounts are compiled onto a spreadsheet and run through XARX in Colleague which will
provide a list of the overall amount due on each account. The file is sent to OCIS by the Collections Manager for
uploading to the SOIL server. “SL” restrictions are placed by batch to students accounts using ACDR in Colleague. A
master list of all accounts placed with SOIL must be maintained and include the date account was placed, debtor’s
name, Kean ID# and overall balance

FEDERAL PERKINS LOANS
FEDERAL PERKINS LOAN & CAMPUS PARTNERS
Policy / Purpose
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A Federal Perkins Loan is a low-interest loan for both undergraduate and graduate students with financial need. The
school is the lender. The loan is made with government funds and a school contributed share. The fund is cyclical and
as borrowers repay new loans are awarded. The loan must be repaid to the directly to Kean University to place in the
Perkins Loans Fund.
Repayment of Perkins Loan:


The grace period is nine months from the day the borrower has graduated, withdrawn or fell below half-time.



Repayment is requested at a quarterly frequency.



Interest is 5% and does not accrue while the borrower is in school or during the grace period.



The borrower makes payments directly to the school or its designated servicer, currently Campus Partners.



The loan must be paid within 10 years.



There are options to cancel a portion or the entirety of the loan under specific circumstances.



Deferment & Forbearances are available to students who qualify and are granted for a short period of time.



Perkins may be consolidated together with Federal Stafford Loans.

The Office of Student Accounting has outsourced Federal Perkins Loan billing and default management services to
CAMPUS PARTNERS® who is a provider of education loan servicing, specializing in Federal Perkins Loans. The
Company provides loan servicing solutions, including loan billing, accounting, data processing, default prevention
services, and reporting. Kean University is a “Full Service Client”, meaning that processes are entirely tracked and
stored by the loan servicer ensuring compliance with Federal regulations. .
The Collections Unit of the Office of Student Accounting is responsible for maintaining original promissory notes and
for the timely and accurate recording of Perkins Loans advances, reporting student separation dates, exit interview
completion, due diligence of past due notices, cohort default rate management, collection agency placement, SOIL
placement, approving forbearances and deferment requests, loan consolidation verifications, processing paid in full
notifications, issuing refunds due to overpayments, preparing journal entries to the general ledger, bank account
reconciliation and reporting.

PERKINS LOAN AWARDS & ADVANCES
Policy / Purpose
The Office of Financial Aid is responsible for awarding all Perkins Loan funds to students and the loan is awarded
based on financial needs. The student is notified of their award and is asked to complete a promissory note and
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entrance counseling. This will include a master promissory note which is open for 10 years, statement of rights and
responsibilities, repayment disclosure schedule and a references questionnaire.
All original signed promissory notes are sent by the Office of Financial Aid to the Office of Student Accounting for record
and safeguarding in a fireproof safe as per federal regulations. All disbursed and transmitted Perkins Loans award are
recorded to the Campus Partner system for record and history.

Procedure for Recording Advances to Campus Partners
Processed by:

Collections Assistant

Supervised by:

Collections Manager

Upon transmittal of the award to the Student AR Accounts, the Data Processing Assistant will email the Perkins
Transmittal Posting to the Collections Manager and the Collections Assistant. The Collections Assistant under the
supervision of the Collections Manager will record these advances to the Campus Partner system and will create new
accounts for all new borrowers. An advance report from Campus Partners is reconciled to match the Perkins Transmittal
Posting and is submitted to the Collections Manager for review.

PERKINS LOAN EXIT INTERVIEWS
Policy / Purpose
In compliance with federal regulations all separating Perkins Loans borrowers must undergo an exit counseling
interview. This process is offered to students by electronic means through Campus Partners’ web exit service. In the
loan exit counseling and per regulations the following information is disclosed to the borrower.
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debt-management strategies that would facilitate repayment,



the availability of FSA loan information on the National Student Loan Database System (NSLDS), and



how to contact the FSA Ombudsman’s office and an explanation of the services this office provides.

As part of the exit information, the name and address of the borrower’s expected employer is collected.
The web exit emphasizes the seriousness and importance of the repayment obligation the borrower is assuming,
describing the likely consequences of default, including adverse credit reports, litigation, and referral to a collection
agency. The web exit further emphasizes that the borrower is obligated to repay the full amount of the loan even if the
borrower has not completed the program, is unable to obtain employment upon completion, or is otherwise dissatisfied
with the school’s educational or other services.
In addition, critical repayment information to the borrower in a written statement is disclosed including the following:


contact information for requesting a copy of the signed promissory note;



the name and address of the school to which the debt is owed and the name and address of the official or
servicing agent to whom communications should be sent;



the name and address of the party to which payments should be sent;



the estimated balance owed by the borrower on the date on which the repayment period is scheduled to begin;



the repayment schedule for all loans covered by the disclosure, including the date the first installment payment
is due, the rate of interest, and the number, amount, and frequency of required payments; and



the total interest charges that the borrower will pay on the loan pursuant to the projected repayment schedule.

Procedure for Perkins Exit Counseling Interview
Processed by:

Collections Assistant

Supervised by:

Collections Manager

In November and April of each year, a list of graduating students is obtained by the Collections Manager. Each student
is flagged in Campus Partner as being separated and a web exit is generated. At least one month prior to separating,
the Collections Unit will send a notification to these borrowers to go online and complete the web exit. After 30 days if
the student fails to complete the web exit, a restriction is placed on the Student AR Account which will prevent access
to view grades, transcripts or diploma release. In addition, Campus Partner, checks NSLDS to see if any Kean
borrowers have separated and are no longer reported as at least a half-time student attending Kean. If the student is
listed as attending another University, an in-school deferment is processed.

PERKINS LOAN DEBT COLLECTION
Policy / Purpose
Kean University makes every attempt to collect on Perkins Loans receivables according to the guidelines as imposed
by federal statutes. The following notifications, contacts and attempts are made to resolve borrower debts and to keep
borrowers informed.
Grace Period Notifications
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On Kean University’s behalf, Campus Partners contacts all borrowers during both initial and post-deferment grace
periods to remind him or her when repayment will begin or resume. The school must contact the borrower three times
during the initial nine month grace period and twice during any six-month post-deferment grace period.
Overdue Notifications
If a payment is overdue and a request for forbearance, deferment, or cancellation have not received the following
overdue notices is sent to the borrower by Campus Partner on Kean University’s behalf:
•

first overdue notice 15 days after the payment due date;

•

second overdue notice 30 days after the first overdue notice;

•

final demand letter 15 days after the second overdue notice.

In addition, past due notices are sent monthly by the Collections Unit to affirm communications from Campus Partner
and places a Perkins Delinquent restriction on the Student AR Account..
Skip Tracing
If mail sent to a borrower is returned undelivered, or if the borrower fails to respond, Campus Partner, on behalf of Kean
University, performs skip tracing. I addition the following steps are taken to locate the borrower by the Collections Unit.
These steps include:
•

review of borrower records and loan references;

•

review of telephone directories or inquiries to directory assistance at the borrower’s last known
address, and attempting to reach the borrower by phone; and

•

attempting to locate and contact the borrower by electronic means.

All efforts are documented by the Campus Partner and the Collections Unit.
Telephone Contact
If the borrower does not respond to the final demand letter within 30 days, an attempt is made to contact the borrower
by phone prior to beginning collection procedures. On Kean University’s behalf, Campus Partner will make the 30 day
phone call requirement. In addition, on a monthly basis calls are made to all delinquent borrowers. All attempts are
documented.

Late Charges
Late charges are assessed by Campus Partners, on Kean University’s behalf, only during the billing process before
beginning collections procedures. For a borrower who repays the full amount of past-due payments, under the approval
of the Director of Student Accounting, the Collections Manager may waive any late charges that were imposed.
Borrowers are informed of imposed late charges in the Past Due Notice.
Loan Acceleration
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Loans are accelerated if the borrower misses a payment or does not file for deferment, forbearance, or cancellation on
time. Acceleration means immediately making payable the entire outstanding balance, including interest and any
applicable late charges or collection fees. Acceleration warning notices are sent by Campus Partner, on Kean
University’s behalf, at least 30 days in advance. If the loan is accelerated, notifications are sent to the borrower to
inform him or her of the date the loan was accelerated and the total amount due. Once a loan has been accelerated,
the borrower loses all rights to deferment and cancellation benefits for qualifying service performed after the date of
acceleration.

Procedure for Sending Perkins Past Due Notices & Telephone Outreach
Processed by:

Collections Assistant

Supervised by:

Collections Manager

Each month, a delinquent report is retrieved by the Collections Unit from Campus Partner and notices are mailed to
the borrower. A Perkins delinquent hold is placed on the Student AR Account and notes are entered in PERC in
Colleague. Telephone calls are made to each delinquent borrower and the attempt is notated in PERC and on the
report. The completed report is submitted to the Collections Manager for review and to the Managing Assistant Director
for signoff of acknowledgment of completion. All past due notices are copied and imaged to the ImageNow system.
The report for the prior month is reviewed to see if the account was brought current, If so, the restriction is removed
from the account.

Procedure for Skip Tracing
Processed by:

Collections Assistant

Supervised by:

Collections Manager

Upon receiving return mail, a thorough attempt as listed above is made to find any means of contacting the borrower
and obtaining a good address and/or phone number. This includes loan reference contact, email, white pages search,
Google and NSLDS. All attempts are documented and noted in ARAC or PERC if the account is delinquent. In addition
these attempts are made for Perkins delinquent accounts.
In addition, twice a year in October and April, a bad address report is obtained from Campus Partners and searches
are performed according to the above. The notated report is submitted to the Managing Assistant Director for signoff.

PERKINS LOAN COLLECTION AGENCY PLACEMENT
Policy / Purpose
When a borrower does not respond to routine billing methods, Kean University institutes more intensive collection
procedures by hiring collection agencies. Collections costs are added to the borrower’s debt at the federally regulated
highest rate. The borrower is also reported at this time by the collection agency to a nationwide credit bureau.
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If the collection agency cannot convert the account to regular repayment status by the end of 12 months (or if the
borrower does not qualify for forbearance, deferment, or cancellation), the account is placed with a secondary agency
for another 12 months at which time the account is returned to the school.

Procedure for Placing Accounts with a Collection Agency
Processed by:

Campus Partners / Collections Unit

Supervised by:

Managing Assistant Director

After a borrower has reached 120 past due, accounts are auto-placed by Campus Partners with a primary collections
agency. Once the account is returned after 12 months from the collections agency unpaid, the Collections Unit retrieves
a “Returned Accounts” report from the agency and then codes the borrower’s account in Campus Partner with the
secondary collection agency code. These accounts are then sent by Campus Partners to the secondary collection
agency.

Procedure for Collections Payment Processing for Tuition Accounts
Processed by:

Collections Assistant / Collections Manager

Supervised by:

Collections Manager

Payments received from the collection agencies along with the payment statement are entered to Campus Partners for
recording and payments are allocated towards principal loan amounts, interest, late charges and collections cost. All
payments are deposited to the Perkins Loans fund. Entered amounts are reconciled with the payment statement
received by the collection agency.

PERKINS LOAN STATE OFFSET INDIVIDUAL LIABILITY (SOIL) PLACEMENT
Policy / Purpose
In addition to collection agency placement, Kean University is under contract with the State Offset Individual Liability
(SOIL) program under the New Jersey State Department of Treasury, Division of Taxation & Revenue. The purpose of
the set-off/offset program is to prevent an individual from receiving a tax payment from the state government while
owing money to a state agency such as Kean University.
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SOIL withholds personal NJ Gross Income Tax Refunds, Saver Rebates and Homestead Rebates from taxpayers. The
Division of Revenue administers SOIL and issues a notice to the taxpayer and, after a 35-45 day waiting period, if the
liability still is due, the intercepted monies are turned over to Kean.
Perkins borrowers’ account balances are passed on to SOIL for continued collection efforts once a year in December
when an account has a balance of $25.00 or greater and are 120 or more days past due.
Accounts are placed with SOIL through uploading of accounts to their server. Once placed with SOIL, the account will
be subject to deduction of their income tax refunds in the amount owed on the borrower’s Perkins loan. SOIL does not
actively pursue accounts rather Social security matches are performed against income tax records. Accounts sent to
SOIL will remain with SOIL until the account is paid in full. SOIL will not deduct monies until Kean University confirms
that the account is still not in good standing.

Procedure for Placing Perkins Accounts with SOIL
Processed by:

Collections Manager with the support of OCIS

Supervised by:

Managing Assistant Director

On an annual basis in December, Perkins accounts that are over $25 and are 120 days or over past due are to be sent
to SOIL with the support of OCIS. Kean University receives this report via Campus Partner's SFTP server. The report
is uploaded to Kean University’s folder once a year in November in a flat file (text file) format. The file is then uploaded
by OCIS to the state’s SOIL server. The Collections Manager will coordinate and request this process.

Procedure for Reporting Current Amount Due to SOIL
Processed by:

Collections Assistant

Supervised by:

Collections Manager

Soil will send “cards” periodically. Each card represents a debtor for which a match has been found for a potential tax
payment. The card indicates the debtor’s information including the amount originally reported by Kean as being the
balance due. Return of these cards completed with the current amount due is required by SOIL by the indicated
deadline. The Collections Assistant will complete the cards and return to SOIL, a copy is kept for records and is imaged
and linked onto Colleague.

Procedure for SOIL Payment Processing for Tuition
Processed by:

Collections Assistant / Collections Manager

Supervised by:

Collections Manager

Timely recording of payments received by SOIL is crucial for customer service and recordkeeping. Payments are to be
entered to Campus Partner on the same day received. All amounts received are entered towards principal loan
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amounts. Upon completion of entering payments, the total amount entered must match and reconcile with the check
received. The SOIL check is deposited to the Perkins Loans Fund.

PERKINS LOAN COHORT DEFAULT RATE
Policy / Purpose
For any award year in which 30 or more borrowers enter repayment, the cohort default rate is the percentage of those
current and former students who enter repayment in that award year on loans received for attendance at that school
and who default before the end of the following award year.
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A borrower is included in determining the school’s cohort default rate if the borrower’s default has persisted for at least
240 consecutive days for a loan repayable monthly or 270 consecutive days for a loan repayable quarterly.
If the school’s cohort default rate is
•

25% or higher, the school’s Federal Capital Contribution (FCC) will be reduced to zero.

•

50% or higher for the three most recent years, the school is ineligible to participate in the Federal
Perkins Loan Program and must liquidate its loan portfolio.

As such, Kean University makes every attempt to keep the cohort default rate under 15% and special attention is given
to address these defaulting accounts and to reach out to the borrower.
Deferments or forbearance may only be approved based on conditions that began prior to loans becoming 270 days
past due.

Procedure Cohort Default Management
Processed by:

Collections Unit

Supervised by:

Collections Manager / Managing Assistant Director

Each month, a cohort default report is retrieved from Campus Partners, the following attempts are made to contact the
borrower and to bring the account current:
1.

Collection agency status is retrieved from the agencies, including review of collection agency notes.

2.

All phone numbers on record are contacted.

3.

White pages search for address and phone number.

4.

Google for new address or contact information.

5.

Loan references are contacted by phone.

6.

Personalized emails and letters according to the borrower’s collections status are mailed reflecting the
borrower’s situation. Envelope is marked in red “Important: Immediate Action Required”.

7.

ARTI is searched in non-term for transcript requests and information is retrieved from the Registrar.

8.

ARTI is searched for recent payments and copy of payment is retrieved.

9.

ARAC is searched for notes.

10. NSLDS for new contact, deferment of loan information.
All attempts are noted in PERC in Colleague and a complete notated report is submitted to the Managing Assistant
Director for signoff. In addition, the cohort default rate report is submitted to the Director of Student Accounting.

DEFERMENT, FORBEARANCE, CONSOLIDATION AND REHABILITATION
Policy / Purpose
Deferment
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A deferment is a period of time during which no payments are required and interest does not accrue (accumulate). The
most typical loan deferment conditions are enrollment in school at least half time, inability to find full-time employment
(for up to three years), and economic hardship (for up to three years).
Receiving deferment is not automatic. The borrower must apply for it and provide documentation.
The borrower MUST continue making payments on the loan until notified that the deferment has been granted. If they
don't, and the request isn't approved, they will become delinquent and could end up in default.
Forbearance
If the borrower temporarily can't meet the repayment schedule but does not meet the requirements for a deferment, the
school may grant forbearance. During forbearance, the loan payments are postponed or reduced. Interest continues to
accrue (accumulate), however, and the borrower is responsible for paying it.
Generally, the borrower can receive forbearance for periods of up to 12 months at a time for a maximum of three years.
They will have to provide documentation to the school to show why they should be granted forbearance.
Receiving forbearance is not automatic. The borrower must apply for it and provide documentation.
The borrower MUST continue making payments on the loan until notified that the forbearance has been granted. If they
don't, and the request isn't approved, they will become delinquent and could end up in default

Perkins Loan Rehabilitation
A borrower may rehabilitate a defaulted Perkins Loan by making nine consecutive on-time payments.
Within 30 days of receiving the borrower’s last on-time consecutive monthly payment, the school must:

• return the borrower to regular repayment status;
• treat the first of the nine consecutive payments as the first payment in a new ten-year repayment schedule; and
• instruct any credit bureau to which the default was reported to remove the default from the borrower’s credit history.

After rehabilitating a defaulted loan and returning to regular repayment status, a borrower regains the benefits and
privileges of the promissory note, including deferment and cancellation. However, if the borrower successfully
rehabilitates a defaulted loan, but the loan later returns to default, the borrower may not attempt to rehabilitate that loan
again or any other defaulted Perkins Loan.
Perkins Loan Consolidations
Consolidation Loans allow students (or their parents, if they have a PLUS Loan) to combine several types of federal
student loans into one loan with one monthly payment. The option to consolidate is currently available only when the
student is no longer enrolled.
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The amount eligible for consolidation is the sum of the unpaid principal, accrued unpaid interest, late charges, and
outstanding collection costs.

Procedure for Granting Deferment or Forbearance
Processed by:

Collections Unit

Supervised by:

Collections Manager / Managing Assistant Director

Upon receipt, applications for deferment or forbearance are reviewed for eligibility according to the federal guidelines
and according to the back-up documentation provided by the borrower. If granted, the borrower’s Campus Partner
account is placed in deferment or forbearance and the borrower is notified by mail. The application and all back-up
documentation is imaged to the ImageNow system.

Procedure for Rehabilitating a Loan
Processed by:

Collections Unit

Supervised by:

Collections Manager / Managing Assistant Director

The Collections Unit may offer a defaulted student to rehabilitate their loan for 9 consecutive on time payments of a
lesser amount. If agreed, the borrower’s Campus Partner account is flagged as such and the terms are specified.

Procedure for Processing Consolidation Verification
Processed by:

Collections Unit

Supervised by:

Collections Manager / Managing Assistant Director

Upon receipt of a Loan Verification Consolidation (LVC), the form is completed including the sum of the unpaid principal,
accrued unpaid interest, late charges, and outstanding collection costs. The instructions on the LVC are followed for
remittance. All LVC’s are entered onto a spreadsheet for follow up of status until receipt of payment. Payments are
posted immediately upon receipt.

PERKINS LOAN PAID IN FULL & OVERPAYMENTS / REFUNDS
Policy / Purpose
Paid In Full
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Per federal regulations, once a borrower is paid in full, Kean University will confirm this to the borrower by mailing a
paid in full letter and a copy of the original promissory note marked “paid”.
Overpayments / Refunds
In some instances a borrower may not realize that their account is paid in full or may have erroneously overpaid. In
these cases refunds are issued by Kean University from the Perkins funds to the borrower by check.

Procedure for Processing Paid in Full Accounts
Processed by:

Collections Unit

Supervised by:

Collections Manager / Managing Assistant Director

Each month, a report is retrieved from Campus Partners of all accounts that are now paid in full. The original prom note
is copied and marked paid. The copy along with a paid in full letter is mailed to the borrower for record. The original
prom note and letter at this time is imaged.

Procedure for Processing Overpayment Refunds
Processed by:

Collections Unit

Supervised by:

Collections Manager / Managing Assistant Director

Each month, an overpayment report is retrieved from Campus Partner. This report is reviewed for the accuracy of any
credit balance. Some credits are as a result of collection agency expenses that need to be applied to the borrower’s
account. In the event that the refund is valid an account history is printed from Campus Partners and a check
authorization is completed. The form and history is submitted to the Director of Student Accounting for signature and
then submitted to the General Accounting Office for issuing of the Perkins refund check.

PERKINS GENERAL LEDGER POSTING

Procedure for Perkins Monthly Recording to General Ledger
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Procedure for Perkins Year End Closing

FISAP REPORTING
Policy / Purpose
As required, the Office of Student Accounting partakes in the completion of the FISAP for tuition reporting and for
Perkins Loans reporting.
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Procedure for Tuition FISAP Reporting
Processed by:

Director of Student Accounting

Supervised by:

Director of Student Financial Services

Annually, by the established deadline, a report is run with the help of OCIS to determine the total amount of tuition
charged to graduates and to undergraduates. Any new tuition AR Codes created in the prior year must be added to the
subroutine created by OCIS. The numbers are provided to the Director of Financial Aid.

Processed by:

Collections Manager

Supervised by:

Managing Assistant Director / Director of Student Accounting

Annually, by the established deadline, the following guideline is used to successfully and accurately complete the FISAP
for Federal Perkins Loans reporting. The numbers are reviewed and verified by the Managing Assistant Director and
the Director of Student Accounting and submitted to the Director of Financial Aid.

FISAP Reporting – Perkins - Part 3 (page A-5 – A-7)
Section A. – Fiscal Report (Cumulative)
Cash on hand and in depository as of 6/30 – Using the GL (GLTB pull report for all items under fund 31) Search all
object accounts that effects cash.
Opening Cash Sum 1155 and 1190 = Total Opening Cash
Sum all items that affect cash (1420, 5048, 4319, 4960, 4959, 5515)
= Total Ending Cash.
Less Funds Advance (Fall 12 and Summer 12)
Less Collections Costs 5049
= Total Cash on Hand
Cash on hand and in depository as of 10/31 – (same calculation as 1.1 but as of 10/31 after FISAP deadline. This
is added online after FISAP submission.
2. Funds receivable from government – Always $0 (government not adding funds)
3. Funds receivable from school – Always $0 (school not adding funds)
Items 4- 55 (To the exception of items 27-30 and 33-34)
Refer to Campus Partners NDSL Fiscal Operations Analysis (Effective 6/30)
Items 27 – 30
27. Federal Capital Contributions – Always $2,145,622 unless further contributions are made by the government.
28. Repayments of funds capital to federal government – Always $ 5850 until government requests funds back.
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29. 1. Short-term loans to the fund – Always $0 unless the school took a portion of the funds for other usage for a shortterm.
29. 2. ICC (Institutional Capital Contribution) – Always $293,866 unless further funds are added by the school.
29. 3. Institutional Capital Contribution – Sum of 29.1 and 29.2.
30. 1. Repayment of short term loan funds – Always $650 (never took short-term loan?)
30.2. Distribution of excess/liquidated fund capital – Always $0
30. 3. Repayments of fund capital to school – Sum of 30.1 and 30.2
Items 33-34
33. Reimbursements to the fund of the amounts canceled on loans made 7/1/1972 and after – These are
percentage reimbursements made from the government for cancellations absorbed by the fund. Request from General
Accounting the total amount of wires received for from DOE for cancelations up until 6/30. DOE can also be a reference
for this number.
34.1. Administrative Cost Allowance – Always $259494 unless further claims are made. By claiming these costs it
is a loss to the fund.
34.2. Collection Costs – Always $263990, At this point fees are charged and retained by the agencies therefore
unaffecting the Perkins Fund.
34.3 Administrative cost allowance and collection costs - Sum of items 34.1 and 34.3.
Items 56-58
56 & 57 If there are any adjustments to the report with attached explanation if any.
58. TOTALS automatically calculated with online FISAP.
Section B. – Fund Activity (Annual to award year)
&
Section C. – Cumulative Repayment Information
Refer to Campus Partners NDSL Fiscal Operations Analysis (Effective 6/30)

IMAGING & RECORD KEEPING
PAPERLESS OPERATIONS & IMAGED DOCUMENTS
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Policy / Purpose
The Office of Student Accounting is now paperless and has utilized the Kean student portal for many Student
Accounting processes. In addition to the many online options available to students, an in support of our goal to maintain
streamlined operations, all pertinent documents are imaged into the Kean ImageNow system administrated by the
Office of Computer & Informational Services.
ImageNow allows for student documents to be stored and linked to the Colleague system and these documents may
be accessed by staff personnel by clicking on the Image icon in ARAI in Colleague.
Dedicated staff in the Office of Student Accounting work to achieve this goal and to maintain proper electronic record.
All documents are shredded once they have been imaged.

Procedure for Imaging Documents
Processed by:

Student Accounting Services Clerk / Student Workers

Supervised by:

Student Accounting Services Manager

Any document needed to imaged into the ImageNow system is placed in the imaging area in the Office and labeled
according to document type. The document is first imaged and assigned a document type in the system. Another
process is done to link the document to the Student AR Account in Colleague.
Each week, the number of documents imaged is reported to the Student Accounting Services Manager.
The following document types are imaged to the ImagNow system:
1.

Cash Receipt Deposits and Back-Up documentation

2.

Perkins Loans Deferment Applications

3.

Perkins Loans Forbearance & Hardship Applications

4.

Perkins Loans Consolidations

5.

Perkins Loans Paid in Full Promissory Notes

6.

Perkins Loans Past Due Notices

7.

Perkins Loans Correspondence

8.

Flex Plan Cancellation Forms

9.

Loan Authorization Forms

10. Old Historic Paper Bills for Archived Accounts
11. Third Party Vouchers (Sponsorships)
12. Third Party Correspondence (Sponsorships)
13. Other Student Related Correspondence

STORED DOCUMENTS ON SHARED DRIVE
Policy / Purpose
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No work related document are considered personal and should be available to all Student Accounting Personnel at all
times. For this reason all documents are stored and shared on the network on a drive designated for the Office of
Student Accounting.
All records and reports must be stored efficiently and neatly under the assigned folder. In addition, no document is to
be password protected. Lastly, all processes run in Colleague resulting in a report must be saved in the shared drive.

Procedure for Saving Documents to the Shared Drive
Processed by:

All Student Accounting Staff

Supervised by:

Associate Director

Each member of the Office must responsibly save documents and reports to the “O” Drive under the assigned folder.
A naming convention should be followed to easily find and access the correct document.

DATA PROCESSING
STUDENT ACCOUNTING SYSTEMS
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Policy / Purpose
To ensure streamlined and efficient operations along with data accuracy and reporting, Student Accounting systems
are continuously maintained and developed with the support of the Office of Computer and Informational Services. The
following are currently used systems in the Office of Student Accounting daily operations.

Colleague
AR/CR
Module

Cashiering

Keanwise

Paypal-CC

E-Bill

Consultation
Area

Call Center

Advisortrac

Avante Call
Management

Keanwise
Student
Finance 2.1

Health
Insurance

United
Healthcare
System

TMS-Echecks /
Payment
Plans

FINANCIAL AID TRANSMITTALS
Policy / Purpose
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Financial Aid is transmitted to Student AR Accounts each term after the add/drop period is expired and after professors
have turned in their “never attended” reports. Initial financial aid transmittal dates for the term are scheduled
meticulously and determined by the Director of Student Financial Services. Transmittal of financial aid is the actual
disbursement of awarded grants, scholarships and loans that are credited to Student AR Accounts and applied toward
educational expenses.

Procedure for Transmitting Financial Aid to Student AR Accounts
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

When awards are ready to be transmitted, the Financial Aid Office flags financial aid award as “Accepted” and then
uses a batch transfer process (FATR) to prepare for the transmittal and posting of aid to the Student AR Accounts.
FATR produces the Financial Aid Pre-Transmittal Register and creates a select list of students whose accounts will be
updated and credited.
The Financial Aid Office notifies the Grants Administrator in the General Accounting Office in the Office of General
Accounting of impending transmittals so that necessary draw downs of federal and state funds can occur. Upon
confirmation, the Director of Financial Aid will send an email request to the Student Accounting Data Processing
Assistant and a copy to the Student Accounting Refund Unit, the Financial Aid Systems Specialist and the Director of
Student Accounting. The Student Accounting Refund Manager will reply that it is “OK to Post”. At this time, the Student
Accounting Data Processing Assistant will run a process in Colleague (FATP) that posts financial aid to the selected
Student AR Accounts.
The FATP process produces a Financial Aid Posting report which is stored on the Student Accounting shared drive
and sent by email from the Student Accounting Data Processing Assistant to all the members as noted above including
the Grants Administrator in the General Accounting Office.

FINANCIAL AID TRANSMITTAL NOTIFICATIONS
Policy / Purpose
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The Department of Education Office of Postsecondary Education requires institutions to notify a student no later than
7 days after crediting a student’s account with loan proceeds and to give students 30 days to opt to cancel all or a
portion of their loan.

Procedure for Sending Financial Aid Transmittal Notifications
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

A notice is generated in a customized screen in Colleague (XFAS) and sent no later than 7 days after the posting date
that informs the student of the amount and post date of any Financial Aid awards credited (or reversed) in their account.
The process in XFAS prints letters at Kean’s Mailing & Printing Office and is sent within 24 hours. The notice also states
that refunds will be processed within 14 days of the post date and informs students of their right to cancel all or part of
their student loans within 30 days of such date.

GENERAL LEDGER POSTING
Policy / Purpose
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In the Colleague system, it is necessary to post all transactions from the Accounts Receivable Subsidiary Ledger to the
General Ledger. General Ledger posting processes are done daily. Prior to posting transactions, transactions may be
edited and corrections may be made. After posting transactions, new correction transactions need to be entered. All
posted transaction reports are stored on the shared drive for proper record.

Procedure to Post Invoice Transactions (IGLP)
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

On a daily basis, the transactions resulting from invoice processing are posted to the General Ledger using IGLP in
Colleague. IGLP selects invoices from the AR.INVOICES file and is run in Immediate Update mode. The posting report
is stored in a file in the shared drive called “IGLP”. Invoices are posted to a holding file until the General Accounting
department runs PGLT which brings them in and posts them to the General Ledger.

Procedure to Post Cash Receipt Transactions (CGLP)
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

On a daily basis, the transactions resulting from cash receipt processing are posted to the General Ledger using CGLP
in Colleague. CGLR selects reconciled cash receipts from the CASH.RCPTS file and is run in Immediate Update mode
in “Session” sort order. The posting report is stored in a file in the shared drive called “CGLP”. Invoices are posted to
a holding file until the General Accounting department runs PGLT which brings them in and posts them to the General
Ledger.

Procedure to Post Financial Aid Transactions (FGLP)
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

On the same day of a FA transmittal, the transactions resulting from Financial Aid transmittals are posted to the General
Ledger using FGLP in Colleague. FGLR selects transactions from the FA.TRANSMITTALS file and is run in Immediate
Update mode. The posting report is stored in a file in the shared drive called “FGLP”. Invoices are posted to a holding
file until the General Accounting department runs PGLT which brings them in and posts them to the General Ledger.

Procedure to Post Deposit Allocation Transactions (DGLP)
Processed by:

Data Processing Assistant

Supervised by:

Associate Director
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Once a week, the transactions resulting from Deposit Allocations are posted to the General Ledger using DGLP in
Colleague. DGLP selects deposit transactions from the AR.DEPOSITS file and is run in Immediate Update mode. The
posting report is stored in a file in the shared drive called “DGLP”. Invoices are posted to a holding file until the General
Accounting department runs PGLT which brings them in and posts them to the General Ledger.

VARIANCE RESOLUTION OF AR SUBSIDIARY LEDGER TO GENERAL LEDGER
Policy / Purpose
Postings to the General Ledger by the Student Accounting subsidiary must be done accurately and timely, so that no
variance exists between the two ledgers. In some instances, due to system bugs or incorrect journal entries a variance
between both ledgers occurs. All attempts are made to search and rectify these instances so that the ledgers are in
balance and keep any variance to an immaterial minimum.

Procedure for Variance Resolutions
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

Subsequent to each month’s end, student account receivables (invoices minus payments) are calculated and compared
to the student receivables on the General Ledger as of the last day of the prior month (GLTB). The two numbers should
be identical. If a difference exists, it is referred to as a “variance”. A variance is investigated and resolved if possible.
If necessary, receivables for every day of the current fiscal year are calculated so that the out of balance day is
discovered. Journal entries are also examined. The analysis reports in Colleague (ARPN and ARPX) are used to
identify errors between the AR and the GL postings. Once the problem account is exposed, it may be necessary to
coordinate with General Accounting, OCIS and Ellucian consultants in order to resolve the variance.

Sample Spreadsheet GL Variance

B

C

D

Jan 09

E

F

DIFFERENCE

GENERAL
DATE

INVOICES

PAYMENTS

INV:PMTS
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01/01/2009

$

23,357.57

$ (18,336.97)

$

5,020.60 *

$

5,020.60

$ (0.00)**

01/02/2009

$ 100,319.03

$ (36,310.30)

$

64,008.73

$

64,008.73

$

(0.00)

01/31/2009

$ (1,066.62)

$

$

5,003.09

$

4,953.09

$

50.00

6,069.71

AGING BALANCE REPORTING
Policy / Purpose
For reporting, accounting and assessment, the Student Receivables Aging Report is prepared on a trial basis as of the
end of every month. Receivables are calculated by deriving Invoices and Payments from Colleague. Two
methodologies are available, customized and system delivered.
After any variance issues are resolved, the monthly Student Accounting Receivables Aging Report is prepared. The
monthly Aging Reports are the source for the annual Bad Debt Expense Report, which produces the bad debt expense
number in the University’s audited financial statements.

Procedure for Producing an Aging Report (Customized Method)
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

In the first method, customized commands at the prompt pull invoices and payments by AR Code for all terms in the
system. This data is then entered into the first sheet of an Excel spreadsheet, which calculates the receivables for each
semester. The second sheet of the spreadsheet organizes the receivables into fiscal years and the third sheet is the
actual aging report that pulls data from the prior sheets.

Procedure for Producing an Aging Report (System Delivered)
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

In the second method, AGBL is run in Colleague and the data produced is the basis for the aging report. A second
AGBL is run for terms whose receivables are not yet due, so that they can be deducted from the overall AGBL
receivable. The resulting data is then entered directly into sheet 3 of the spreadsheet referenced in the prior paragraph,
which constitutes the aging report.
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AGBL is run every month and provided to the Collections Manager to support Student Accounting collection efforts.
At fiscal year end, two aging reports are prepared based on the two methodologies and provided to the Director of
General Accounting, along with AGBL and other customized underlying data. The aging report based upon the
customized commands is also provided to the outside auditors, along with relevant underlying data.

BAD-DEBT EXPENSE REPORTING / ALLOWANCE FOR DOUBTFUL ACCOUNTS
Policy / Purpose
The Bad Debt Expense Report is prepared at fiscal year end and is submitted to the Director of General Accounting to
support decisions regarding the student receivable allowance for doubtful accounts in the University’s balance sheet.

Procedure for Preparing Bad Debt Expense Report
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

The basis for the Bad Debt Expense Report is the Student Accounting Fiscal Year End Aging Report. The Receivables
are aged by term and evaluated in order to determine how much money was collected for the prior fiscal
years. Payments collected subsequent to fiscal year-end, which pay prior year invoices, are deducted from the
receivable in the aging report (late financial aid; late non financial aid payments; unposted collection receipts).
The most recent fiscal year receivable is then reserved at 30% while prior years are reserved at 100%. The resulting
overall receivable is then netted against the current Allowance for Doubtful Accounts as of the last day of the fiscal year
end (ACBL 11 00000 1299, AR Code ACW) to produce the total new bad debt expense.
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BAD-DEBT WRITE-OFF
Policy / Purpose
Student AR Account balances that have been deemed “uncollectible” and are no longer actively pursued are subject
to a bad-debt write-off. The write-off does not absolve students from their outstanding debt and no records are released
until the balance is paid in full. The approval of the Executive Vice President of Operations is required prior to the writeoff of any account.

Procedure for Bad-Debt Write-Off Authorization
Processed by:

Director of Student Accounting

Supervised by:

Director of Student Financial Services

The Director of Student Accounting will submit a detailed listing of all accounts authorized for write-off to the Director
of Student Financial Services who will submit the listing to the Executive Vice President of Operations for approval.

Procedure for Bad-Debt Write-Off Processing
Processed by:

Data Processing Assistant

Supervised by:

Associate Director

With the appropriate approvals received, the Data Processing Assistant will use AR Code “ACW” using MCRG in
Colleague to adjust the accounts to zero. In addition a restriction code “WA” is placed on the student account to serve
as an indicator that the account has been written off and will restrict the releasing of student records.
The transaction will be:
Debit --- Allowance for Doubtful Accounts
Credit --- Student Accounts Receivable
The transaction description on the account will read: "AR Write-Off"- COLLEAGUE.

Procedure for Payment Processing on a Written Off Account
Processed by:

Data Processing Assistant

Supervised by:

Associate Director
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With the appropriate approvals received, the Data Processing Assistant will use AR Code “RAR” using MCRG in
Colleague to make the balance active again. In addition the restriction code is immediately removed upon payment in
full.
The transaction will be:
Debit --- Student Accounts Receivable
Credit --- Allowance for Doubtful Accounts
The transaction description on the account will read: "AR Write-Off Reversal".

ARCHIVING
Policy /Purpose
AR data that is more than three years old should be archived in order to remove it from daily processing files. Archiving
data from Student AR Accounts allows for faster report generation and process completion in the Colleague system.
Archiving is only performed on accounts that meet the criteria of having a zero overall balance and zero balance terms.

Procedure for Archiving Zero Balance Account
Processed by:

Director of Student Accounting

Supervised by:

Director of Student Accounting

Periodically, the Archive AR Transactions (ARCV) form in Colleague is used to archive AR transactions. The ARCV
form allows for specification of criteria to select the AR transactions to be included in the archive. The lookup prompt
on the ARCV form allows the entering of an existing batch or a new batch. ARCV should be run in Report Only Mode,
which will produce a report of all transactions that can be archived, along with a saved list used to perform the actual
archiving after review of the report. The report will produce an error list of those transactions in the selected group that
will not be archived so the accounts can be corrected. Saved lists can be used so as to prepare manageable batches
that can be run in 3 to 4 hours.
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1098-T TUITION TAX FORMS
Policy / Purpose
As an eligible educational institution, Kean University must file a Form 1098-T with the IRS by January 31st for each
student enrolled in the prior calendar year and for whom a reportable transaction was made. Students may use the
1098-T form to compute eligibility for education tax credits.
Schools may choose to report payments received, OR amounts billed, for qualified tuition and related expenses. Kean
University chooses to report eligible amounts billed, which consists of tuition and fees. The following are not qualified
expenses: room, board, insurance, medical expenses, transportation and similar personal, living or family expenses.
Students may sign up year round for optional electronic delivery. If a student does not sign up for electronic delivery,
a hard copy will be mailed. All students can now view online and print their 1098-T forms for tax years 2006 through
2012 by visiting www.ecsi.net/1098T. Login credentials are printed in the hard copy mailed and/or in the electronic
delivery email. Login credentials can also be retrieved on the ECSI website. Students can call 866-428-1098 for log in
assistance.
A detailed Statement of Account is also available online on the ECSI website for years 2010, 2011 and 2012, posted
beneath the 1098-T form. The Statement of Account lists all charges and payments in the student’s account during that
calendar year.

Procedure for 1098-T Data Collection & Reporting
Processed by:

Data Processing Assistant with support of OCIS

Supervised by:

Associate Director

In the Colleague system, AR codes that relate to tuition and fees and that need to be included in the 1098-T tax form,
are coded with “TUI” in the AR Code set up (ARCF) under the Tax field by the Billing Manager. OCIS will work to pull
and collect data from Colleague while the Data Processing Assistant will verify the accuracy of the data. Together, they
work to complete the 1098-T process. See schedule below.

Procedure for 1098-T Distribution
Processed by:

ECSI
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Data Processing Assistant / Associate Director

Distribution of the 1098-T forms is currently outsourced to ECSI, which handles electronic delivery and mailings for
Kean (see below). Once the 1098-T and Account Statement information is transmitted to ECSI, ECSI will mail a hard
copy forms and distribute the electronic delivery emails. Distribution is coordinated with the Data Processing Assistant
to ensure timely delivery before January 31st of each year.
Schedule for 1098-T Reporting & Distribution Process
Each year, in preparation for the 1098-T distribution, the following activities occur:

November


Renew ECSI contract



Obtain enrolled students from Institutional Research



Begin weekly emails to student population encouraging electronic delivery signup (University Relations)
concluding in early January



Update Kean WISE text

December


Research tax code changes and draft 1098-T information letter to families from Executive V.P. of Operations



Review all new AR Codes created in prior calendar year to verify correctness of 1098-T box code assignments



Provide test list of students to OCIS for 1098-T and Account Statement testing



Review test data for Account Statements provided by OCIS



Colleague 1098-T patch is published (usually over holiday)



Perform 1098-T testing of records provided by OCIS



1098-T forms and Account Statements are prepared in the system by OCIS; the error reports must be
reviewed and accounts corrected

January


The 1098-T forms, the Account Statements and the EVP letter must be provided to ECSI by January 15



Testing is conducted on the ECSI website after they have posted all information



ECSI prints and mails the 1098-T forms and sends the electronic delivery emails no later than January 31



Conduct staff training; power point training, distribute FAQs



Prepare handout cards to be given to students in Consultation department
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Update KeanWISE and Kean.edu



Send blast email of EVP letter to students



March 31 – final production e-file is sent to the IRS by ECSI
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Explanation of 1098-T Box Fields

Box #2
Reflects all qualified charges/billings entered into the student’s account during the subject calendar year, regardless of
which semester to which they relate—could even be applicable to previous calendar year. Does not include unqualified
tuition and fees, e.g., housing expense, parking fees, meal plans, etc.
STPs, Sponsorships and Waivers reduce Box 2. They are not reflected in Box #5.

Box #5
Reflects all scholarships and grants entered into the student’s account during the subject calendar year, regardless of
which semester to which they relate—could even be applicable to previous calendar year.

Does not include

sponsorships. Sponsorships reduce Box 2 and are on the XHOP.

If Box #5 includes scholarships/grants applicable to the previous calendar year’s Fall semester, that amount will not be
reflected on the XHOP statement for the subject calendar year. If this is true, mention to the student that the difference
(between the scholarships/grants on the 1098T and on the XHOP) should be pointed out to the tax preparer who will
evaluate whether last year’s return should be amended.

Box #9
If have an undergraduate degree from any school, including Kean, are considered a graduate student on Form 1098T,
even if classified in the system as undergrad, part time etc. Even if being charged at the undergraduate course level
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and taking undergraduate courses. This is only significant because the Hope credit is only available for the first two
years of postsecondary education. The Lifetime credit is applicable to both undergrad and grad course work.

KEAN ID CARD SYSTEM
KEAN ID CARDS & CS GOLD
Policy / Purpose
Every active member of the Kean’s student, faculty & staff is entitled to receive a Kean ID Card and is asked to carry it
with them at all times. Kean ID Cards are issued to students at no cost however a $15 fee is assessed for a replacement
card if lost, stolen or damaged. All Kean University students are required to obtain a card. Student ID cards are used
for meal and flex plans, to enter the gym, library, computer labs, and to purchase tickets for university events and
theater shows. Resident students must also swipe their ID to gain entry into the residence halls. CS Gold is the database
used by the University to issue identification cards to students, faculty and staff. It is used to administer all functions
associated with the ID cards, such as security access, authentication and funds availability. CS Gold is administered
by the Office of Computer & Informational Services and used by the Office of Student Accounting to avail student
related funds. Student funds may include meal plans, Kean Bucks, Cougar Dollars and Flex Plans. CS Gold is also
used to define access to various University services by use of the ID Card, such as the gym, library, computer labs,
and Residence Life.
The Office of Student Accounting works to efficiently and accurately issue and distribute ID Cards in the Office and at
University events. Administrative access within the Office of Student Accounting is primarily administered by the
Student Accounting Services Unit who uses CS Gold to issue ID Cards and to ensure ID card is active and the Billing
Unit, which manages student ID Card funds. The entire Student Accounting staff has view access and uses CS Gold
to derive information about students and to answer student questions. Reporting and administrative access, including
availing funds, is limited to the Director of Student Accounting, Associate Director, Managing Assistant Director, Billing
Manager, Student Accounting Services Manager, Billing Assistant & Data Processing Assistant.
The Office of Student Accounting does not avail funds for non-student Kean ID Cards. Any requests to avail non-student
funds should be directed to the Office of Computer and Informational Services.

Issuing & Distribution of Kean ID Cards
Processed by:

Student Accounting Services Representative

Supervised by:

Student Accounting Services Manager
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After a student registers for the first time, they are automatically downloaded into CS Gold within 20 minutes, and can
obtain an ID Card. To receive a University ID, a valid form of legal identification must be shown. There is no charge
for the first card issued. If a card is lost, stolen or damaged, a $15 replacement fee is charged.

Procedure for Making Kean ID Cards Active Each Term
Processed by:

Student Accounting Services Manager / OCIS

Supervised by:

Managing Assistant Director

One week prior to the end of a term, a request is emailed to OCIS to make the ID cards inactive for the ending term,
as of the last day of the term, and to activate the upcoming term on this same day.

KEAN ID CARD EVENTS
Policy / Purpose
The Office of Student Accounting is present upon request at University events for the distribution of Kean ID Cards to
new Kean Students. Requests must be submitted in advance by the requesting Department and should include the
date of the event, the time of the event and the anticipated amount of students will be present for the event. All requests
should be made to the Student Accounting Services Manager who will maintain a schedule of designated Student
Accounting staff members to attend and will ensure the necessary equipment and supplies for the event.
Kean ID Cards may be issued in a group to departments conducting a conference or an event. The Office of Student
Accounting issues conference ID cards upon request. Conference ID cards are not associated with a name or photo
ID. Conference Id numbers are issued by OCIS in sequential order and the cards are reused as needed for conferences
on campus. Any request for conference ID cards must be made by the Director of the requesting department to the
Director of Student Financial Services.

Procedure for Issuing Conference ID Cards
Processed by: Student Accounting Services Representative
Supervised by: Student Accounting Services Manager
The originating department will contact OCIS, which will establish a range of ID numbers in the system. These ID
numbers may not be set up with accompanying names and photos. A formal request will be made from the originating
department manager to the Director of Student Financial Services that the ID Cards be issued. Upon approval from
the Director, the Student Accounting Services Manager will oversee the printing and delivery of the ID Cards requested.

Procedure for Issuing Visitor ID Cards
Processed by: Student Accounting Services Representative
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Supervised by: Student Accounting Services Manager
Kean ID Cards may be issued individually to visiting scholars or visiting students. A predetermined series of ID numbers
are assigned by OCIS for this purpose and visitor’s name and photo is placed on the ID card. Request must be
submitted by the Director of the requesting department to the Director of Student Financial Services for approval. Upon
approval from the Director, the Student Accounting Services Manager will oversee the printing and delivery of the ID
Cards requested.

AVAILING FUNDS TO THE KEAN ID CARD
Policy / Purpose
The Office of Student Accounting ensures the availability student based funds of cougar dollars for meal plans, flex
dollars for flex plans and Kean dollars for the Kean Bucks program. All funds become inaccessible after the last day of
each term when the card is made inactive.

ID Card Student Based Funds and Available Usage on Campus
Fund

Use on Campus

Meal Plan

University Dining Halls ONLY

Cougar Dollars

All Dining Venues on Campus

Flex Dollars

Anywhere on Campus and at the Ocean County College Bookstore

Kean Bucks

Anywhere on Campus and at the Ocean County College Bookstore

COUGAR DOLLARS & MEAL PLANS
Policy / Purpose
The University offers a range of meal plans to students. Each meal plan type is a combination of a finite number of
meals to be eaten throughout the semester and a variable number of Cougar dollars. Cougar Dollars may be used for
food purchases at any dining venue on campus (as a declining balance debit card). This gives students the freedom to
purchase beverages, snacks or meals any time from the University Center Cafeteria, the Cougar’s Den, and both the
Center for Academic Success/Library Starbucks.
Any plan may be enhanced with Flex Dollars for those who expect to want more meals when the New Residence Hall
Dining facility dining room is closed, for late night snacking, or heavy use of the Starbucks locations. While unused
Cougar Dollars from the fall semester are carried over into the spring semester, all remaining Cougar Dollars
at the end of the spring semester will be forfeited and no credits or refunds will be provided.
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Procedure for Availing Mean Plans
Processed by:

Billing Manager

Supervised by:

Associate Director

Procedure for Availing Cougar Dollars
Processed by:

Billing Manager

Supervised by:

Associate Director

FLEX DOLLARS (FLEX PLAN)
Policy / Purpose
Flex plans are available to currently enrolled students, current faculty and staff. Students may add Flex Dollars to a
plan at any time during the semester. Flex Dollars are valid throughout the academic year and can be purchased
independently or to supplement the mandatory meal plan required for all students living on campus. Flex Dollars can
be spent at any food services location on campus, the convenience store, and the campus bookstore. Flex Dollars are
rolled over from semester to semester until a cancellation request is made in writing at The Office of Student Accounting.
Students who wish to receive a refund of their flex plan are asked to complete a Flex Plan Cancellation form.
Students may load flex dollars onto their Kean ID card by opting to transfer a credit balance from their Student AR
Account to their Kean ID card in the form of Flex Dollars. Credit balances will include any anticipated aid not yet
transmitted.
Students also have the option to make a cash payment to their flex plan account which avails funds on their Kean ID
card. Students can make a payment at the cashier’s window in the form of a debit card, credit card, cash or check.
Students choosing to pay with a credit card are assessed a convenience fee of 3%.
Students may also pay by cash at the CBord flex dollar payment machines located at two locations on campus, the 3rd
floor of the Administration Building and the University Center. This system allows dollar amounts to be deposited onto
the Kean ID card in real time.
For any online flex plan credit transfers or cashier payment towards a flex plan, the funds will be available on the Kean
ID Card the following morning after the overnight download to CS Gold.

Procedure for Opening Online Flex Plan Transfer for a New Term
Processed by:

Billing Manager

Supervised by:

Associate Director

3 weeks prior to the start of a term, the flex plan option is made available online by accessing XKWP in Colleague and
adding the new term.
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Procedure for Availing & Recording Flex Dollars
Processed by:

Students Online or Cashier

Supervised by:

Associate Director

Flex dollars may be added online on KeanWISE using a credit on the student’s account, or at the Student Accounting
Office. Credit balances will include any anticipated financial aid that the student will receive for the term but is not yet
transmitted. If using KeanWISE, the student accesses the “Flex Plan Transfer” option in the Financial Information menu.
If the student has a credit on the account, they will be allowed to select the term and the amount of the credit they wish
to transfer to their card. Once the student submits the request online, a “Flex Plan” invoice is charged and credit to 1547000-2790 and debit to student receivables. The transaction appears in the system on a real time basis, and the funds
are available to spend the following morning after an automated batch overnight process is completed in CS Gold by
OCIS.

KEAN BUCKS AW ARDING & EXPIRING
Policy / Purpose
Kean Bucks are awarded to students who enroll in weekend classes during the semester and are downloaded onto
qualifying students’ ID Cards in CS Gold. Students can earn $50 per credit for taking Friday classes that start after
3:30 p.m. and for Saturday classes that start before noon. Students can also earn $100 per credit for Saturday
classes that start after noon. Kean Bucks is awarded only in the Fall and Spring terms and can be used at the Union
& OCC campus bookstore and at campus food outlets, including Starbucks and the Cougars' Den. Kean Dollars have
no cash value, and cannot be used toward payment of bills, such as tuition and fees. Students MUST be in active
registration status and with no Student Accounting HOLD on their accounts.
Provisions:
1.

Courses must be at least 3 credit hours or more.

2.

Off-Campus courses are not eligible.

3.

Online and Distance Learning classes are not eligible.

4.

Students must be reported as attending.

5.

Withdrawn students are not eligible.

6.

Classes that meet during weekdays and have an associated lab on weekends.

7.

Classes whose location is listed as ‘TBA’ must be confirmed before determining eligibility for Kean Dollars.

8.

5 credit Nursing Classes at OCC is only to receive 3 credits of Kean Bucks (part of course is clinical off
campus)

9.

Students receiving waivers or subsidies toward their tuition and fees bills are not eligible to receive the Kean
Dollars. The following student types should be excluded:


Doctoral Assistance (DA)



Graduate Assistance (GA)



Unemployment Waiver (UP)



National Guard (NG)



Staff Benefit (ED)
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Senior Citizen (SC)



Exchange Students (EX)
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Kean Dollars expire one (1) year after issuance. Initial awards are awarded by the Director of Student Accounting and
any subsequent awards to eligible students and expiring of funds are made under the approval of the Director of
Student Accounting by the Billing Unit. All awards and expirations are recorded by a journal entry to the general
ledger.

Procedure for Awarding & Recording Kean Bucks
Processed by:

Director of Student Accounting / OCIS

Supervised by:

Director of Student Financial Services

Kean bucks are awarded each Fall & Spring term after attendance reporting. In preparation, a couple weeks prior to
awarding Kean bucks, a request is sent by the Director of Student Accounting to the Office of Computer and
Informational Services (OCIS) to run a list of eligible courses according to the criteria above. OCIS will then return a
list of eligible courses to the Director of Student Accounting and request to review and approve.
Once approval is given, and after attendance reporting, another request is submitted to OCIS to run a list of eligible
students attending the eligible courses and to indicate the eligible amount of their award based on the criteria above.
Upon receipt of the final list from OCIS, the list is once again approved and a request is made to OCIS to load the funds
to the Kean ID Cards in a new CS Gold plan to represent the term.
After awards have been loaded to the Kean ID Cards, a report is run by the Billing Unit in CS Gold and a Journal Entry
request is made to record the Kean Dollar awards. The request is signed off by the Director of Student Accounting and
submitted to the General Accounting Office.

Procedure for Expiring & Recording Kean Bucks
Processed by:

Director of Student Accounting / OCIS

Supervised by:

Director of Student Financial Services

At the time of expiration, a report is run by the Billing Unit in CS Gold for the term plan to check any remaining balances.
A Journal Entry request is made to record the Kean Dollar expiration. The request is signed off by the Director of
Student Accounting and submitted to the General Accounting Office.
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PARKING
Kean University Parking Policies and Procedures are set by Student Financial Services and carried out by the Office of
Student Accounting and Campus Police.
The Office of Student Accounting works to diligently issue parking vehicle decals to all registered students, regularly
employed faculty and staff, and any full time employee of an organization under contract with the University. In addition,
the Office of Student Accounting works to process parking fine payments and responsibly collect University Parking
Receivables for unpaid fines.
Campus Police serves to enforce the University Parking Policies by issuing citations to those in violation of these policies.
In addition, Campus Police accepts and reviews citation appeals for people who may have extenuating circumstances or
may have a legitimate reason to conclude that a citation was issued in error.
The University utilizes the NuPark Parking Management System, provided by T2 Systems, to assign Parking ePermits
and to issue and record parking citations.
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PARKING DECAL REGISTRATION & DISTRIBUTION
Policy / Purpose
All vehicles parked on University Property must have a valid Kean Parking Decal. Anyone that wishes to park their
vehicle/s on campus parking lots must obtain a parking decal by registering online at http://www.kean.edu/parking.
Registration confirmation is available to be printed once the process is complete. Parking Decals are then mailed to
the registrant within forty-eight (48) hours. Parking Decals are to be affixed to the back driver side window in clear view.
Parking Decals expire for the entire Kean community at the same time, every five years on the last day of August.
Parking Decal Eligibility


Students:
o

To qualify for a Commuter Decal (CS) students must be registered for courses in the current term in
order to apply for a parking decal.

o

To qualify for a Resident Decal (RS) student must be registered for courses in the current term and be
residing at Kean Residence Halls.


Freshman resident students are not permitted to bring vehicles on campus unless authorized
by Residence Life. Hardship exceptions should be directed to the Office of Residence Life
and Housing.



Faculty / Staff: To qualify for a Faculty/Staff Decal (FS) the person must be regularly employed and on the
university payroll or a full time employee of an organization under contract to the University.



Temporary Hangtags: Temporary Hangtags are issued in response to email or memo requests from an office
or officer on campus. Individuals can request a hangtag for a temporary situation such as a rental car, a new car
with temporary plates, Graduate Assistants and Student Organization Officers who are permitted to park in yellow
lines or other special circumstances. All hangtags are given for a short period of time not to exceed the end of the
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current term.


Medical Hangtags: To qualify for a Medical Hangtag a person must have a temporary Medical condition and
submit a request to the Office of Health Services providing documentation and justification.



Special Permit Hangtags: Special Permit Hangtags (S) are issued under the discretion of the President’s Office
and allows for Special Permit holders to park at the Kean Visitors Lot.

Procedure for Loading Persons onto NuPark
Processed by:

OCIS and Office of Student Accounting Parking Clerk (2 part process)

Supervised by:

Student Accounting Services Manager:

On a daily basis, OCIS runs an automatic overnight process that pulls eligible and active students, faculty and staff from
Datatel Colleague and creates a file that is imported into NuPark.

Procedure for obtaining ePermits
Processed by:

Office of Student Accounting Parking Clerk

Supervised by:

Student Accounting Services Manager:

All students and faculty enroll their vehicles for an ePermits online via the parking portal on Kean.edu

Procedure for Campus Wide Distribution of New Parking Decals
Processed by:

Managing Assistant Director

Supervised by:

Director of Student Accounting

Student eCitaions expire after a year. The expiration date each year is 8/31. Students are to re enroll their vehicle for an
ePermit each year before the expiration date. Email campaigns are sent to students to inform them of the process.
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GUIDELINES FOR PARKI NG ON CAMPUS

Policy / Purpose


White-lined parking spaces: Reserved for commuter and resident students with valid CS or RS Decals. Students
must park their vehicles in white-lined parking spaces only. Faculty and Staff with FS Decals may park in white-lined
spaces.



Yellow-lined parking spaces: Reserved for faculty and staff only and any person with a special parking permit.
Designated yellow-lined areas exist for Medical Parking Permits and for visitors of the East Campus Clinics.



Blue Spaces for Handicapped: Only vehicles with handicapped license plates or required placard can park in
these areas.



Overnight Parking: Persons planning on parking their vehicle on campus after 3:00am must park in the designated
Overnight Parking Area located between North Ave and the ORANGE curb/barrier in the Vaughn Eames parking
lot.



Visitors Parking Area: Faculty, Staff and students are not permitted to park in the visitors parking area, located
by the Administration Building. This area is reserved for visitors and Special Permit holders. Visitors must check in
with the security officer.

EVENT PROCEDURES AND PARKING REQUESTS

All Faculty and Staff holding an event on campus, including the East Campus, must notify Conference and Events.
Conference and events will sent up an email portal in Nupark to be used for vehicle registration. The email link is to be
sent to the attendees and the available parking lots will be indicated when clicking the link. Upon arrival, attendees are
to park in WHITE LINES ONLY or they will be subject to a $50 parking violation notice.

The Visitor Parking Lot located on the main campus is the only location that may be blocked for 5 or more guests; Monday
through Friday, from 7:30 a.m. to 4 p.m. The Office of the President must be contacted for approval via e-mail to
jpobuta@kean.edu, the location, date, time, name(s) and the number of spaces requested must be included.

PARKING FINES & VIOLATIONS
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Policy / Purpose
All violations of Kean University Parking Policies are subject to a $50.00 parking fine issued by Kean University Campus
Police. Kean University Campus Police may also issue municipal parking tickets subject to municipal rates. Payment
or appeal of municipal tickets must be handled at the location provided on the back of the municipal ticket.

A person may receive a Kean Parking ticket for any of the following violations:
o

Failure to register Vehicle for a permit

o

Failure to display decal

o

Parked in Visitor Parking Area

o

Parked in Faculty/ Staff Area (yellow lines)

o

Parked on Roadway

o

Parked in a No Parking Area

o

Parked on Cultivated Area

o

Parked in Medical Parking Permit Area

o

Parked in an Unauthorized Area

o

Not Parked Between Parking Stall Lines

o

Overnight Parking

o

Parked within 10 feet of a fire Hydrant

o

Parked in a Crosswalk

o

Parked Within an Intersection

o

Parked in a Reserved Space

Procedure for Issuing Parking Citations
Processed by:

Kean University Campus Police

Supervised by:

Kean University Campus Police

Kean Police Officers patrol the Kean parking grounds regularly for vehicles in violation of Kean parking policies. Security
vehicles are required with license plate readers which are able to scan the license plate to determine if the vehicle has a
valid Kean University ePermit. The device will then administer a parking eCitation for any applicable violations. Email
notifications are sent to the registrant of the vehicle. The LPR devices are designed to work with NuPark. Once an eCitaion
is administered, the NuPark system is immediately updated.

PARKING FINE PAYMENTS
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Policy / Purpose
Parking fines are due within fifteen (15) days of the ticket issue date and may be paid by credit card online at
http://www.kean.edu/parking or in person by cash or check at the Office of Student Accounting. Should the registrant
choose to pay by credit card a 3% convenience fee will be added to the payment. Once payment has been processed
tickets are immediately marked as paid and a receipt is given to the payer for both online and in person payments.

Procedure for Processing Payments
Processed by:

Office of Student Accounting Cashiers

Supervised by:

Head Cashier / Student Accounting Services Manager

Online Payments via Credit Card –Online payments made automatically updates the students account in the NuPark
system and also updates the appropriate GL in Colleague.

In Person Payments via Cash or Check – On a daily basis payments received in person are entered as part of the
cashier’s daily Datatel cash receipt session. Upon receipt of a payment the cashier enters the payment in “Non-Term” on
the student’s AR account. Accordingly and at the same time, a Parking Revenue charge code is invoiced to “Non-Term”
to offset the payment.

PARKING FINE APPEALS
Policy / Purpose
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Any person who has been issued a ticket may appeal their ticket online at http://www.kean.edu/parking or by email at
parkingappeals@kean.edu if they believe that the ticket was issued in error or that they have extenuating circumstances.
Appeals are due within fifteen (15) days of the ticket issue date.

Procedure for Parking Fine Appeals
Processed by:

Kean University Campus Police

Supervised by:

Kean University Campus Police

All parking fine appeals have the ability to be requested online through each individual’s online parking account. On a
daily basis The Parking Office will review parking appeals received online and once an appeal has been submitted the
ticket is automatically marked “on appeal” and prevents any late fines from being assessed. If Approved – The Parking
Office will enter the decision onto NuPark and the ticket/s and/or late fee/s will be voided.

If Denied – The Parking Office of the decision and will inform the registrant that payment in full is due within fifteen (15)
days.

PARKING LATE FEES & FINANCIAL RESTRICTIONS
Policy / Purpose
Fines that are not paid or appealed within fifteen (15) days of the ticket issue date will be assessed a late fee of $50.00.
In addition, a financial hold will be placed on a student’s account which will restrict access to grades, future registrations
and transcript/diploma release. Financial restrictions will only be removed immediately once all parking fines are paid
in full.
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Procedure for Assessing Late Fees and Placing/Removing Financial Restrictions
Processed by:

Office of Student Accounting Parking Clerk

Supervised by:

Student Accounting Services Manager

Assessing Late Fees – On a daily basis a one-time late fee of $50.00 is placed on accounts that are 15 days past due
and not marked “on appeal”.

Placing Financial Restrictions – Once an account is past due and not marked “on appeal” a financial restriction is placed
manually onto the students’ Datatel account.

Removing Financial Restrictions – Once a parking account balance has been paid in full online the NuP online payments
report is retrieved and reviewed daily to manually lift financial restrictions on the student’s Datatel account. If the registrant
paid in person, the cashiers will immediately remove the financial restriction from the student account.

WAIVERS OF PARKING FINE LIABILITY

Policy / Purpose

Waivers of Parking Fine obligations are only approved at the discretion of the Director of Student Financial Services.

Procedure for Waiving Parking Liability

Processed by:

Office of Student Financial Services & Office of Student Accounting

Supervised by:

Student Accounting Services Manager

Waiver Authorization forms are provided to the waiver requestor to complete and the requestor is asked to provide any
and all back-up documents. Waiver requests are reviewed and approved or denied by the Director of Student Financial
Services. If approved, the signed form is given to the Office of Student Accounting to process the waiver via NuPark. All
approved Waiver Authorization Requests are maintained and kept for accurate financial record.
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NUPARK DATA MANAGEMENT

Policy / Purpose
The NuPark database is administered only by the Office of Student Accounting with the support of T2 Systems and the
Office of Computer and Information Services. Data management includes defining set up options, resolving technical
issues and data review and maintenance for data accuracy and efficiency. Delivered and customized reports are utilized
for these purposes.

NUPARK USER ROLES AND ASSIGNMENTS

The administrator may create user roles to limit view access and functions to certain personnel. In addition the
administrator may assign new users and create and reset passwords.
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IMPORTANT MESSAGE FOR THOSE SEEKING TO OFFER COLLEGIATE
COURSES OR PROGRAMS IN NEW JERSEY
If you are interested in offering collegiate courses or programs in New
Jersey, please review the licensure regulations carefully and then contact
the Office of Licensure for more information about licensure processes in
this State. Phone (609) 984-3738 or email at eric.taylor@oshe.nj.gov.

NEW JERSEY ADMINISTRATIVE CODE
TITLE 9A - HIGHER EDUCATION
New Jersey Secretary of Higher Education
CHAPTER 1. LICENSURE RULES
(amendments effective 10/17/16)
SUBCHAPTER 1. GENERAL STANDARDS
9A:1-1.1 Authority
N.J.S.A. 18A:68-3 stipulates that no corporation may offer academic degree programs and/or
college credit-bearing courses in New Jersey until it files with the Commission on Higher
Education a certified copy of its incorporation and obtains from the Commission a license to
offer such degree programs or courses under the rules prescribed by the Commission. Pursuant
to Reorganization Plan No. 005-2011, issued by Governor Chris Christie on June 29, 2011, all
functions, powers, duties, and personnel of the Commission were transferred to the Secretary of
Higher Education, pursuant to the State Agency Transfer Act, P.L. 1971, c. 375 (N.J.S.A.
52:14D-1 et seq.).
9A:1-1.2 Definitions
The following words and terms, as used in this chapter, shall have the following meanings unless
the context clearly indicates otherwise:
"Academic degree" means any associate degree, baccalaureate degree, master's degree, or
doctoral degree regardless of the specific discipline in which it was awarded.
"Academic degree completion program" means a baccalaureate degree program consisting of at
least 120 semester credit hours offered by a baccalaureate degree-granting institution for students
who have earned transferable credit hours from another institution of higher education that are
applicable to the baccalaureate degree program. In an academic degree completion program, the
baccalaureate degree-granting institution shall offer course work totaling 26 percent or more of
the credits required for the baccalaureate degree.

"Academic department" means a subdivision of an institution of higher education designated as
such that is responsible for instruction and/or research in a specific discipline or disciplines.
"Academic disciplines" means the major areas of study identified in the Classification of
Instructional Programs (CIP), that is, the first two digits of the CIP code, developed by the
National Center for Education Statistics, 2010, incorporated herein by reference, as amended and
supplemented. The CIP may be obtained from the National Center for Education Statistics
website at http://nces.ed.gov/ipeds/cipcode.
"Accreditation" and "accredited" both mean a status attained by an institution through voluntarily
meeting standards for academic degree programs and/or college credit-bearing courses set by a
nongovernmental entity recognized by the U.S. Secretary of Education.
"Adequate, appropriate, equivalent, significant, suitable, and sufficient" mean adequate,
appropriate, equivalent, significant, suitable, and sufficient in the judgment of the Secretary in
consultation with the Presidents' Council.
"Adjunct faculty" means one who is employed to teach on a course-by-course or credit basis.
"Blended (or hybrid) learning" means a formal educational process in which a part of the
instruction occurs when the learner and the instructor are physically located in the same place at
the same time, but a part of the instruction occurs by distance learning.
"Branch campus" means a physical facility for a State college or a State university located out
of-State or out-of-country at a place other than the institution's principal campus offering one or
more complete programs leading to a degree.
"Changing the programmatic mission" means changing the level of academic degrees authorized
for the institution.
"College credit-bearing course" means an instructional activity upon a student's successful
completion of which an institution of higher education awards recognition applicable to meeting
the requirements for a degree or other formal academic award.
“College credit-bearing distance learning” means a distance learning activity upon a student's
successful completion of which an institution of higher education awards recognition applicable
to meeting the requirements for a degree or other formal academic award.
"College," "institution," or "institution of higher education" means a postsecondary educational
institution that provides instruction beyond the 12th grade level in programs that satisfy the
requirements for a degree at the associate, baccalaureate, or graduate level, and which, with the
exception of institutions that have a specialty mission, offers a range of degree programs. A
college has an independent board of trustees. It has a faculty whose duties may include the
instruction of students, involvement in scholarship and research, or some combination of both
the instruction of students and involvement in scholarship and research. A college has policies
and procedures that encourage the academic officers and the faculty to exercise their full
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responsibility for the academic direction of the institution. A community college or county
college is an institution of higher education that offers the associate degree only. A senior college
offers degrees up to the baccalaureate level and/or offers graduate and professional degrees.
Unless the context clearly indicates otherwise, the term "college" as used in this chapter refers to
higher education institutions generally.
"Commission" means the New Jersey Commission on Higher Education, which was the Statelevel planning and coordinating agency for higher education in New Jersey until June 29, 2011,
when all functions, powers, duties, and personnel of the Commission were transferred to the
Secretary of Higher Education, pursuant to Reorganization Plan No. 005-2011.
"Distance learning" means a formal educational process in which instruction occurs when the
learner and the instructor are not physically located in the same place at the same time.
"Educational delivery mode" means a formal educational process involving either blended (or
hybrid) learning, distance learning, or traditional face-to-face learning.
"Educational program" means a group of related courses, organized for the purpose of attaining
specified educational objectives.
"Exceeding the programmatic mission" means offering an academic degree beyond the
authorized level for the institution.
"Full-time faculty member" is one who is appointed as such and who occupies a full-time faculty
position with academic rank or other equivalent title whose primary employment is directly
related to teaching, research, other aspects of the educational programs of institutions, or some
combination thereof.
"Full-time student" means one who, in a semester, carries at least 12 semester credit hours as an
undergraduate or nine semester credit hours as a graduate student or the equivalent in quarter
hours, courses, or other methods of measurement used by the institution.
"General education" means instruction that presents forms of expression, fields of knowledge,
and methods of inquiry fundamental to intellectual growth and to a mature understanding of the
world and the human condition, as distinguished from "specialized education," which prepares
individuals for particular occupations or specific professional responsibilities.
"Information literacy" means a set of abilities requiring individuals to recognize when
information is needed, have the ability to locate, evaluate, and use effectively the needed
information, and observe laws, regulations, and institutional policies related to the access and use
of information.
"Letters" means the designated abbreviations used to refer to an academic degree.
"Library" means a physical space conducive to learning and research, providing patrons with
efficient physical and/or electronic access to books, journals, databases, and other resource
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materials in support of the curriculum, and offering the assistance of qualified library
professional(s), librarians, and support staff.
"OSHE" means the New Jersey Office of the Secretary of Higher Education.
"Out-of-State institution" means an institution that is located within the United States or its
possessions and is not incorporated in the State of New Jersey and whose accreditation status in
New Jersey is based upon a location outside the State, as well as an institution located outside of
the U.S. or its possessions that is recognized by the appropriate body in the particular country if
the institution's requirements for awarding degrees are generally equivalent to those accepted in
the U.S. by an accrediting body recognized by the U.S. Secretary of Education.
"Part-time faculty member" means one whose employment is related to teaching, research,
and/or other aspects of the educational programs of the institution but whose assigned
responsibilities do not constitute full-time work.
"Physical presence" means that an entity offers college credit-bearing courses from, or conducts
some portion of the learning experience at, a physical location established in New Jersey by the
entity, whether established directly or under the auspices of another entity or an institution,
except in an instance where an interstate agreement that New Jersey is a party to delineates any
particular activity as not constituting a physical presence in the State and the offering entity is
both licensed in a signatory state to that delineating agreement and authorized by the signatory
state to operate pursuant to that delineating agreement.
"Presidents' Council" means the New Jersey Presidents' Council, a statutory body established
pursuant to N.J.S.A. 18:3B-7.
"Programmatic mission" means all program offerings consistent with the levels of academic
degrees or certificates that the institution has been authorized to grant by the State Board of
Higher Education prior to July 1, 1994, or approved thereafter by either the Commission or the
Secretary.
"Proprietary institution" means a postsecondary institution that is operated for profit.
"Qualified library professional" means an individual who has earned a master of library science
degree from an American Library Association accredited program.
"School" ordinarily means a major subdivision of a college or university that is organized to
carry out instruction and/or research in related academic and/or professional fields.
"Secretary" means the New Jersey Secretary of Higher Education.
"Seeking accreditation" means that an institution has achieved candidacy status or the equivalent
standing as evidenced by meeting standards for academic degree programs and/or college creditbearing courses set by a nongovernmental entity recognized by the U.S. Secretary of Education.
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"Semester credit hour" means 150 minutes of academic work each week for 15 weeks in one
semester, which is typically accomplished by 50 minutes of face-to-face class activity each week
complemented by at least 100 minutes each week of laboratory or outside assignments (or the
equivalent thereof for semesters of different length) but may also be accomplished through an
equivalent amount of academic work as established by an institution, which may include
additional class time, laboratory work, internships, practical studio work, and other forms of
academic work.
"Specialty mission" means an institutional mission that is primarily focused on a single academic
area.
"Traditional face-to-face learning," means a formal educational process in which all of the
instruction takes place in the classroom or in out-of-class instruction under the direct supervision
of the instructor.
"University" means an institution of higher education that provides undergraduate studies
leading to the baccalaureate degree in a broad range of academic disciplines, as well as graduate
studies leading to advanced degrees in at least three academic and/or professional fields.
9A:1-1.3 Licensure
(a) An institution seeking to offer academic degree programs and/or college credit-bearing
courses with a physical presence in New Jersey shall first provide evidence of incorporation and
petition the Secretary for licensure. No institution shall offer or advertise the availability of
college credit-bearing course(s) or academic degree program(s) with a physical presence in New
Jersey before receiving formal approval of its petition. Licensure shall require the institution to
meet all the standards set forth in this chapter.
(b) A New Jersey institution seeking licensure shall submit a licensure petition in an
electronic format to OSHE preferably at least one year before the requested date of
implementation. The petition shall contain:
1. The accreditation status of the institution;
2. A mission statement that defines the scope, purpose, and basic tenets of the institution;
3. Information equivalent to the annual summary sheet required by the regional and/or
national institutional accrediting association for the institution, if applicable;
4. The institution's financial statements and management letter(s) (if issued) (prepared by
independent auditors) for each of the last three years, if applicable;
5. Information on the qualifications of prospective faculty for the proposed New Jersey
offering(s);
6. A description of the selection and review process for faculty teaching in New Jersey;
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7. A catalog and other data that the institution recognizes as appropriate; and
8. Other information that the Secretary specifically requests.
(c) The following procedures apply to petitions from New Jersey institutions:
1. Upon receipt of the petition, OSHE staff shall provide to all New Jersey institutions a
brief summary of the petition's contents, along with information on how to obtain the petition
from the OSHE website and an invitation to the institutions to submit their comments within 30
days after the notification regarding the request.
2. OSHE staff shall review the petition and any comments submitted by in-State
institutions, usually with the assistance of an external consultant team that is mutually acceptable
to the institution and the Secretary. As part of the review of the petition, OSHE staff may also
conduct a site visit at the campus of the institution, usually with the assistance of the external
consultant team.
3. With respect to both initial and continuing licensure, OSHE staff shall provide the
institution's petition and the findings of a licensure evaluation to the Presidents' Council for
review and recommendation to the Secretary.
4. The Secretary shall consider the recommendation of the Presidents' Council when
making a determination on the petition.
(d) To ensure that licensed institutions continue to maintain the standards set forth below, the
Secretary shall periodically evaluate licensed institutions to determine whether or not they should
continue to be licensed.
(e) In the case of a currently licensed New Jersey institution accredited as a discrete entity
(that is, not an out-of-State institution) by an institutional accrediting body recognized by the
U.S. Secretary of Education, the Secretary shall accept the granting or reaffirmation of
accreditation as sufficient for continued licensure provided that:
1. The appropriately recognized accrediting body's standards are similar to and
encompass the State's criteria for licensure in the judgment of the Secretary;
2. The appropriately recognized accrediting body is an institutional accrediting body
recognized by the U.S. Secretary of Education to accredit the kinds of academic programs for
which licensure was previously granted;
3. The institution provides the OSHE with a copy of its self-study document at the same
time it provides it to the accrediting body;
4. If the Secretary sends a representative to accompany and work with the accreditation
team on the site visit, the representative shall have the option to participate fully in the
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accreditation visit, with the sole exception of voting on recommendations related to accreditation
status; and
5. The institution submits to the OSHE a copy of the letter from the recognized
accrediting body informing the institution of its accreditation status.
(f) With respect to an unaccredited New Jersey institution, that is, one that is not accredited
as a discrete entity by an institutional accrediting body recognized by the U.S. Secretary of
Education, the Secretary shall grant licensure for a specified period not to exceed three years in
the first instance or more than five years in subsequent instances. Under such conditions, the
institution, if it wished to continue to offer academic degree programs and/or college creditbearing courses in New Jersey, would be required to petition the Secretary for relicensure at least
eight months before the expiration of the current license. Licensed unaccredited institutions shall
seek accreditation by an institutional accrediting body recognized by the U.S. Secretary of
Education to accredit the kinds of academic programs for which initial licensure was granted
within three years of initial licensure. Accredited institutions that cease affiliation with an
institutional accrediting body while in good standing may petition the Secretary for licensure to
offer college credit-bearing courses or academic degree programs in New Jersey.
(g) As a condition of licensure, institutions of higher education that receive direct state
support and/or participate in state student assistance grant and scholarship programs shall
participate in the Secretary's Student Unit Record Enrollment (SURE) data system within one
year of initial licensure. The Secretary shall enter into a memorandum of understanding with
institutions participating in the SURE system with regard to the uses of data and protections of
student privacy.
(h) The process for out-of-State institutions to seek licensure to offer academic degree
programs and/or college credit-bearing courses with a physical presence in New Jersey is
detailed at N.J.A.C. 9A:1-5.
(i) The Secretary may direct the OSHE to reevaluate the licensure status of any institution,
regardless of its accreditation status.
(j) Before the Secretary revokes or suspends an institution's license, the institution shall have
the opportunity for a contested case hearing pursuant to the Administrative Procedure Act,
N.J.S.A. 52:14B-1 et seq., and 52:14F-1 et seq., and the Uniform Administrative Procedure
Rules, N.J.A.C. 1:1. The institution shall submit its request for a hearing to the Secretary within
15 days of receiving notice of the Secretary's proposed action to revoke or suspend the licensee.
(k) An institution that decides to voluntarily cease operations or whose licensure has been
revoked shall inform the Secretary immediately of the following:
1. The planned date of termination of operations;
2. The planned date and location for the transfer of student records;
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3. The name and address of the organization to receive and manage the student records
and the name and contact information of the office or official who is designated to manage
transcript requests;
4. Arrangements for the continued education of currently enrolled students via teach-out
agreement or other practical solution; and
5. Evidence of communication with the New Jersey Higher Education Student Assistance
Authority and the U.S. Department of Education regarding the appropriate actions concerning
state grant and scholarships, state loans, Federal grants and scholarships, and Federal loans as
applicable.
(l) All licensed institutions shall comply with State and Federal statutes, rules, and
regulations. Licensed institutions shall report findings of noncompliance by State or Federal
agencies to the Secretary.
(m) In the event that a licensed institution changes the institution's name, notice of the
change shall be provided by the institution to the Secretary no later than 30 days from the date of
the change. A licensed New Jersey institution that seeks to include "university" in the
institution's name shall follow the procedures at N.J.A.C. 9A:1-3.
(n) In the event that a licensed New Jersey institution changes the institution's main campus
location or establishes an additional campus location that is not a "branch campus," notice of the
change shall be provided by the institution to the Secretary no later than 30 days from the date of
the change or establishment of the additional campus location.
9A:1-1.4 Application of standards
The standards in N.J.A.C. 9A:1-1.5 through 1.12 and, where applicable, in N.J.A.C. 9A:1-2,
shall apply to all institutions seeking to be licensed or relicensed by the Secretary.
9A:1-1.5 Long-range plan
An institution seeking a license shall develop a long-range plan to attain its goals. Appropriate
resources (physical, human, and financial) should undergird the elements of the plan. The plan
shall be made available to the Secretary upon the Secretary's request.
9A:1-1.6 Organization and administration
(a) The institution shall be organized to provide sufficient administrative, program, and
resource support to attain its mission. The roles and responsibilities of administrators, faculty,
and staff should be appropriate to its mission and described in writing.
(b) From an organizational perspective, effective use of an institution's human, physical, and
financial resources requires a critical mass of students in order to demonstrate a need for the
institution and to provide the learning environment described in its mission statement.
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(c) Consistent with the institution's mission, the institution's governing board shall oversee all
legal aspects of its operations, set institutional policy, plan for the institution, monitor progress
toward fulfilling the mission, and ensure continuous institutional assessment and planning. In
addition, the board should develop and maintain policies (by-laws) that specify its own duties,
responsibilities, and procedures, as well as its membership, manner of appointment, and terms of
office. The board is responsible for selecting the institution's chief executive officer, who leads
its administration.
(d) Reporting to the governing board, the chief executive officer is responsible for the
following:
1. Administering the governing board's policies;
2. Providing general educational leadership and promote educational effectiveness;
3. Maintaining appropriate administrative records;
4. Establishing academic/administrative regulations and procedures dealing with:
i. Organizational structure;
ii. Personnel appointments, reappointments, tenure, and promotions;
iii. Salary schedules;
iv. Budgets;
v. Planning, development, and management of facilities;
vi. Educational programs, academic policies, and research;
vii. Granting of degrees; and
viii. Community service;
5. Preparing and submitting such reports as the governing board, the Presidents' Council,
or the Secretary may request; and
6. Providing official publications, such as student and faculty handbooks, a catalog, and
other related documents or publications, to interested persons at intervals sufficient to ensure
currently or information.
(e) Each institutional constituency directly concerned with the educational process including,
but not limited to, the administration, faculty, staff, and students should have a voice in
institutional governance with respect to those issues with which it is appropriately concerned.
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Such participation should be defined in writing.
(f) Statements of institutional principles, policies, and procedures governing topics such as
academic integrity and academic freedom should be developed and disseminated widely among
the institutional community. These statements should be reviewed periodically, and proper
measures should be established to see that they are enforced.
9A:1-1.7 Finances
(a) An institution shall continuously ascertain its financial requirements, determine its
sources of revenue, plan for current and future needs, and budget its resources accordingly.
(b) To qualify for and retain a license, an institution shall demonstrate that it:
1. Possesses financial resources sufficient to realize its mission over an extended period
of time;
2. Has a long-range financial plan that includes a program for securing gifts, grants, and
other appropriate income;
3. Plans its expenditures by budgeting available resources for specific institutional
purposes; and
4. Maintains adequate financial records that are audited annually by an independent
certified public accountant in accordance with generally accepted auditing standards
promulgated by the American Institute of Certified Public Accountants for colleges and
universities.
(c) Each licensed New Jersey institution shall furnish annually to the Secretary a copy of its
audited financial statement and management letter(s) (if issued) on or before December 31 of
each year. An out-of-State institution licensed to offer college credit-bearing courses or academic
degree programs in the State shall furnish to the Secretary a copy of its audited financial
statement and management letter(s) upon request of the Secretary.
(d) Each licensed institution also shall carry insurance or provide for self-insurance to
maintain the solvency of the institution in case of loss by fire or other causes, to protect the
institution in instances of personal and public liability, and to ensure the continuity of the
institution.
9A:1-1.8 Faculty
(a) The institution shall document and maintain appropriate records attesting to faculty
qualifications, performance, and achievements. It should define clearly and disseminate the
criteria and the process for promotion.
(b) The majority of all full-time faculty, part-time faculty, and adjunct faculty at an
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institution offering only the associate degree shall have at least a master's degree in the field in
which they are appointed, if such a qualification exists (recognizing that some
technical/occupational specialties offer no such degree), or an equivalent qualification in the
field in which they are appointed.
(c) The majority of all full-time faculty, part-time faculty, and adjunct faculty who are
teaching in baccalaureate degree programs shall have the doctorate or an equivalent qualification
in the field in which they are appointed.
(d) Full-time and part-time faculty teaching in graduate programs shall have earned the
doctorate or an equivalent qualification in the field in which they are appointed. They shall
engage in an active pattern of professional productivity including, but not limited to, instruction,
advisement, research, peer-reviewed publication, authorship, editorial services, creative work,
artistic production, patents, applied research, service to professional associations and
organizations, program design, and/or the scholarship of instruction.
(e) Adjunct faculty shall possess the same qualifications as full-time and part-time faculty.
Adjunct faculty shall be academically qualified to teach all courses to which they are assigned.
When appropriate in the judgment of the institution, compensating preparation or experience
may be taken into account in judging whether an adjunct instructor is academically qualified to
teach a particular course.
(f) Regardless of the specific nature of an academic appointment, be it initial, multi-year,
temporary, or permanent, the principle of academic freedom shall apply to all faculty, including
adjunct faculty, for it is only through academic freedom that ideas and data can be explored
without prejudice. An institution shall promulgate a statement concerning the academic freedom
of faculty members that should include a statement supporting the following principles:
1. Freedom in research and publication where these activities do not interfere with
adequate performance of academic duties;
2. Freedom in the classroom to discuss controversial issues pertinent to the discipline;
and
3. Retention of all rights as a citizen to free speech and publication. Such rights are not,
as such, subject to institutional censorship or discipline.
9A:1-1.9 Library
(a) Qualified library professionals, librarians, and support personnel in numbers sufficient to
serve the needs of students and faculty shall staff the institution's library. Every institution,
regardless of enrollment or number of academic offerings, shall provide access to at least one
qualified library professional with the exception of institutions with a specialty mission.
Institutions with a specialty mission shall provide access to a qualified library professional, a
librarian, or an individual qualified by way of disciplinary expertise (for example, an earned
doctorate, extensive study in the discipline, demonstrated scholarly production, etc.).
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(b) An institution shall demonstrate the development and maintenance of a collection that
reflects and supports the curriculum.
(c) There shall be a program for continuous acquisition of materials including books,
journals, databases, and other instructional materials.
(d) An institution shall catalog and maintain all library holdings appropriately, including
providing a protective environment for its physical library material that adequately protects the
collection from deterioration and damage.
(e) An institution shall provide clear and consistent access to electronic resources.
(f) An institution shall document the existence of a plan to assess and document effective use
of library resources by students and faculty.
(g) An institution should utilize library representatives in the curriculum development
process to inform the administration of the library's ability to offer adequate support for materials
and library education.
(h) An institution may enter into contract with another library or libraries for the provision of
collections and services, physical or virtual. Institutions shall demonstrate that the collections are
appropriate for the curriculum of the institution, that students have convenient access to
contracted library services, that there is adequate library instruction provided to students to use
effectively the services of the contracted library, and that there are qualified library professionals
or librarians available to assist students. The institution shall retain full responsibility for
adequacy of resources available to students. Institutions are encouraged to participate in
appropriate consortia that allow them to expand and more effectively deliver information
resources and services.
(i) An institution shall have in place a plan that articulates how students will obtain
information literacy skills as they progress through the curriculum. The plan shall identify
outcomes for information literacy skill development, and how those outcomes are measured and
assessed.
9A:1-1.10 Students and student services
(a) An institution shall have a clearly defined admissions policy appropriate to its mission
and shall admit students whose educational interests and abilities qualify them to pursue a
program offered by the institution.
(b) An institution shall provide adequate student support, financial aid services, and facilities
to help students succeed and shall maintain accurate records of each student's academic progress.
(c) An institution shall maintain transcripts for all students and shall provide to all students
who request them, transcripts showing dates of attendance and academic performance.
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9A:1-1.11 Physical facilities
(a) Physical facilities shall be adequate for an institution to fulfill its mission. The
institution’s facilities provide the context in which teaching and learning take place; it is,
therefore, critical that this setting be maximally conducive to fostering productive scholarship.
Such facilities generally include, but are not limited to, instructional buildings, laboratories,
residence halls, student activity centers, recreational/athletic centers, administrative offices,
library/learning resource centers, computing centers, and support service centers.
(b) The institution shall ensure that the physical facilities are safely maintained and are
sufficient in quality, size, and number to accommodate students, faculty, and staff; it shall
provide adequately equipped laboratories as required for effective instruction and learning.
9A:1-1.12 Official publications
(a) All information released by an institution shall be true and accurate.
(b) An institution's official catalog sets forth the responsibilities of both the student and the
institution. As the nature of these responsibilities is subject to frequent change, official catalogs
shall be printed or electronically updated at intervals sufficient to ensure currency of information
and in quantities sufficient to supply interested persons.
(c) An institution shall either include the following information in its official catalogs or
provide a current web address in its official catalogs for where the information is located on the
institution's website:
1. A statement of institutional mission;
2. Statements of institutional and programmatic accreditation;
3. Lists of faculty and administrative officers, including their earned degrees;
4. Complete curricular information, including course descriptions and the grading system;
5. Requirements for admission, transfer, and graduation;
6. Policies for awarding degree credit and policies on academic progress, academic
standing, and withdrawal;
7. Descriptions of facilities and of available student support services;
8. Student costs, including an itemized listing of all mandatory fees charged to students,
as well as refund and financial aid policies;
9. An academic calendar;
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10. A list of members of the governing board; and
11. A description of rules and regulations regarding students if not described in other
publications available to students.

SUBCHAPTER 2. DEGREE STANDARDS AND PROGRAMMATIC MISSION
9A:1-2.1 General program standards
(a) An institution's overall curriculum shall reflect and support the mission of the institution.
(b) The academic year shall be determined by the institution's governing board.
(c) A semester credit hour shall not be counted on an hour-for-hour basis for library,
independent-study, laboratory, or physical education activities. A semester credit hour is not
required to be counted on an hour-for-hour basis for distance learning or blended (or hybrid)
learning.
(d) Credit courses offered by a college in conjunction with or under contract with a
noncollegiate organization shall meet the same requirements the college applies to its own
courses with respect to quality, course content, class attendance and participation, student
evaluation, etc. The standards presented at N.J.A.C. 9A:1-6.3, dealing with off-campus sites at
which credit courses are offered by a college in conjunction with or under contract with a
noncollegiate organization, shall apply to such courses offered at the principal campus.
(e) The rigor of all college credit-bearing courses shall be substantially the same, regardless
of the type of educational delivery mode, as demonstrated by the institution through various
forms of evidence. Such evidence shall include, but not be limited to, at least two of the
following: syllabi, documented faculty interaction with students, learning outcomes, documented
units of curricular material, and other documentation which objectively demonstrates the amount
of time and/or the level of rigor necessary to complete the coursework.
9A:1-2.2 Undergraduate education
At the undergraduate level, educational programs should impart critical thinking and analytical
skills and expose students to both general education and more technical concepts.
9A:1-2.3 Associate degree programs
(a) Each educational program leading to an associate degree shall consist of college courses
totaling at least 60 but not more than 66 semester credit hours or the equivalent in quarter hours,
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courses, or other measurement used by the institution. The 66-credit-hour maximum may be
exceeded when required for licensure or accreditation by a recognized agency or for student
transfer to full junior status.
(b) The associate in arts (A.A.) degree nomenclature is appropriate for programs in the liberal
arts, humanities, or fine and performing arts; such programs are transfer- oriented. For A.A.
degrees, general education courses should total no fewer than 45 semester credit hours or the
equivalent.
(c) The associate in science (A.S.) degree nomenclature is appropriate for programs in
mathematics, the sciences, business, or in allied health fields if the program is intended as
prebaccalaureate work; such programs are transfer-oriented. General education courses for the
A.S. degree should total no fewer than 30 semester credit hours or the equivalent.
(d) The associate in applied science (A.A.S.) degree nomenclature is appropriate for
programs that emphasize career preparation in the applied arts and sciences, typically at the
technical or semiprofessional level. Such programs are designed to prepare students for job
entry at completion of the program, notwithstanding any articulation agreements with four-year
programs that may be in effect for a particular A.A.S. program. General education courses shall
total no fewer than 20 semester credit hours or the equivalent.
(e) Specialized associate degree programs, such as Associate in Fine Arts (A.F.A) and A.S.
in Nursing, shall normally require no fewer than 20 semester credit hours or the equivalent in
general education courses.
9A:1-2.4 Baccalaureate degree programs
(a) Each educational program leading to a baccalaureate degree shall consist of college
courses totaling at least 120 semester credit hours or the equivalent in quarter hours, courses, or
other measurement used by the institution.
(b) Approximately half of the required minimum of 120 credits shall be in general education,
and the other half shall be in the major and/or in courses necessary to fulfill requirements for the
degree.
(c) In specialized programs, such as Bachelor of Business Administration (B.B.A), Bachelor
of Fine Arts (B.F.A.), and Bachelor of Music (B.Mus.), and in programs in the regulated
professions, major courses may exceed half of the total required for the degree.
9A:1-2.5 Graduate education
(a) The scope of an institution's graduate curriculum shall closely reflect and support its
mission. Graduate education presupposes advanced study beyond the undergraduate curriculum
in terms of rigor, expectations of scholarship, curricular depth, and exercise of independent
thought.
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(b) To fulfill such expectations, an institution's governing board shall demonstrate a
continuing commitment of institutional funds for its graduate programs, particularly for the
associated faculty and student research activity. Support for graduate programs should be derived
from the general applicable resources of the institution, as well as from tuition and fees paid by
students in the programs.
(c) Beyond the needs of the undergraduate college, a graduate school shall have, for each
program, a variety and depth of specialized materials available either on the campus or through
electronic means, or through some combination of both on-campus and electronic access. A
library that supports a graduate program shall provide an adequate and current base for research
activities. A library in support of a graduate program also shall provide access to a qualified
library professional to provide consultation, research expertise, and support for faculty in
curriculum matters.
(d) Existing graduate programs shall be reviewed periodically by the institutions themselves
and, insofar as possible, cooperatively with regional and professional accrediting agencies.
(e) The objectives of every graduate or graduate professional program shall be clearly
defined and stated. The work in such programs shall be beyond the baccalaureate level in
intellectual demand, and a substantial part of it shall be in courses designed explicitly for
graduate students, although exceptionally well-qualified undergraduates occasionally may be
admitted.
9A:1-2.6 Master’s degree programs
(a) A master’s degree requires at least 30 credits of graduate study or its equivalent.
(b) Master’s degree programs should be distinguishable by their primary objectives as
belonging to one of two general types: disciplinary or professional. The degree awarded to
students completing disciplinary programs should be master of arts or master of science, with the
discipline named (for example, master of arts in English literature, master of science in
engineering). In professional programs, the degree should be appropriately specific (for
example, master of library science, master of business administration, master of education,
master of social work). The determining criterion is the objective that the program is designed to
serve. The two types are further distinguished as follows:
1. Disciplinary type: A disciplinary master’s degree entails advanced study and
exploration in a particular academic discipline (for example, history, physics, engineering
science, or musicology). The primary objective is increased knowledge of the subject, rather
than its application to professional use. The majority of the degree credit awarded in programs
of this type shall be at the advanced level in the principal field. Credit toward this type of
master’s degree shall not be given for introductory or elementary courses in the field.
2. Professional type: A master’s degree program of the professional type consists of
advanced study to extend and apply previous study to practice in such fields as engineering, law,
applied music, pastoral ministry, or teaching; some such subjects may lend themselves also to
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disciplinary programs. Professional master’s programs should be complete in themselves,
although they may in some circumstances also be adaptable to preparation for a research or
professional doctorate. A limited amount of introductory work in the field may have an
appropriate place, especially in first-level professional programs.
9A:1-2.7 Specialist programs
(a) Institutions may organize programs of graduate work beyond the master’s level that lead
not to doctorates but to specialist degrees (such as the Ed.S.) or to comparable certificates. Such
programs shall be composed of more advanced coursework than is required for the master’s,
shall perform definable functions, and shall not be merely continuations of courses beyond the
master’s. They shall possess a definite philosophy, purpose, design, and sequence and be selfcontained and terminal in nature. A comprehensive examination should be required.
(b) Students admitted to specialist programs in education shall have master’s degrees in the
same field as that of the certificate. Students with master’s degrees in unrelated fields shall
complete preliminary coursework or demonstrate equivalent knowledge acquired through work
experience.
9A:1-2.8 Doctoral degree programs
(a) Programs leading to doctoral degrees shall represent three or more years of full-time
study and research beyond the baccalaureate or the equivalent thereof in part-time work.
(b) Programs leading to a doctor of philosophy degree shall be oriented toward original
research.
(c) Professional doctorates usually are oriented toward increased professional competence.
The requirements for a professional degree should include either a research thesis or a project
involving the solution of a substantial problem of professional interest.
(d) For each doctoral program, an institution shall demonstrate that:
1. The program has clear educational objectives and its requirements are appropriate for
the nature of the doctorate;
2. It is supported by related studies and research in ancillary fields;
3. Its faculty or other academic professionals are recognized beyond the bounds of the
institution as possessing professional qualifications and research or scholarly achievements
sufficient to support the program;
4. It possesses adequate library holdings, laboratory space, research facilities, and other
necessary resources; and
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5. It has committed the necessary resources for instruction, advisement, thesis
supervision, and research guidance.
9A:1-2.9 Exceeding or changing programmatic mission
(a) Licensed New Jersey institutions wishing to exceed their programmatic mission must
receive approval from the Secretary to offer each program that exceeds the level of academic
degrees that the institution is authorized to grant. Requests to exceed an institution's
programmatic mission shall be evaluated based on the following criteria:
1. The objectives of the proposed program(s);
2. The relationship of the proposed program(s) to the current institutional mission and the
Statewide plan for higher education, if applicable;
3. Demonstration of need for the program(s), including present and projected student
demand and demand for graduates;
4. The effect of the proposed program(s) on existing programs at other institutions;
5. The dedication of sufficient resources to implement and maintain the program(s)
without eroding the quality of ongoing programs;
6. Appropriately qualified students, faculty, and administrators;
7. The quality of library holdings, facilities, and equipment; and
8. Evidence of strength compared with similar programs in the region and State.
(b) If an institution has received approval to exceed its programmatic mission for a particular
degree level at least five times, the Secretary may, at the request of the institution, authorize a
change to the institution's programmatic degree level in order to allow the institution to offer new
degree programs at the particular degree level for which the five previous exceeding mission
approvals have been granted. Institutions wishing to change their programmatic mission prior to
having received such specific program approvals shall follow the procedure set forth in (c)
below.
(c) Licensed New Jersey institutions wishing to change their programmatic mission shall
specify the scope of the proposed change, including long-range plans for mounting new degree
programs that exceed the level of academic degrees currently authorized for the institution.
Requests to the Secretary made pursuant to this subsection to change an institution's
programmatic mission shall be evaluated based on the following criteria:
1. The objectives of the proposed mission change;
2. The relationship of the proposed mission change to the current institutional mission
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and the Statewide plan for higher education, if applicable;
3. Demonstration of need for the mission change, including present and projected student
demand and demand for graduates;
4. The effect of the proposed mission change on existing programs at other institutions;
5. The dedication of sufficient resources to implement and maintain the proposed mission
change without eroding the quality of ongoing programs;
6. Appropriately qualified students, faculty, and administrators;
7. The quality of library holdings, facilities, and equipment; and
8. Evidence of strength compared with similar institutions in the region and State.
SUBCHAPTER 3. CRITERIA FOR UNIVERSITY STATUS
9A:1-3.1 Programs
In an atmosphere of freedom of inquiry and expression, a university shall provide undergraduate
studies leading to the baccalaureate in a broad range of academic disciplines, as well as graduate
studies leading to advanced degrees in at least three academic and/or professional fields. A
university may also offer an array of graduate studies related to the fields in which it offers
advanced degrees. Such offerings provide students elective opportunities and a selection of
support studies that may be useful although not prescribed for a particular graduate degree
program.
9A:1-3.2 Organization
(a) A university shall clearly identify graduate studies and programs as distinct elements in
its organization.
(b) A university shall provide an appropriate and adequate staff whose primary responsibility
is the administration of graduate and professional programs.
9A:1-3.3 Resources
A university shall possess the financial ability to support graduate and professional programs,
and its facilities and equipment reflect the level of work required in both.
9A:1-3.4 Accreditation
A university shall be accredited by the Middle States Commission on Higher Education.
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9A:1-3.5 Eligibility for university status and use of “university” as part of an institution’s
name
(a) Educational institutions that are incorporated and located in New Jersey; licensed by the
Secretary; and listed as "research universities," "doctoral universities," or "master's universities
and colleges" in the Carnegie Foundation for the Advancement of Teaching's Classification of
Institutions of Higher Education and that believe they meet all of the requirements stipulated in
this subchapter are, with the concurrence of their governing boards, eligible to apply to the
Secretary for university status. Educational institutions dedicated primarily to the education or
training of ministers, priests, rabbis, or other professional persons in the field of religion are not
eligible to apply for university status.
(b) When an institution's governing body decides to seek university status, it shall file with
the Secretary a petition-of-intent seeking authority to do so. The petitioning institution shall
develop a fully documented proposal and, with the concurrence of the Secretary, select two
consultants to review the proposal. The two consultants shall be totally independent of all higher
education institutions in New Jersey and shall be recognized authorities on graduate education.
The consultants shall prepare a written report of their findings, which the college shall submit to
the Secretary. The Secretary shall consider both the report and the proposal in deciding on the
college's application for university status.
(c) The proposal required under (b) above shall demonstrate the institution's eligibility for
designation as a university and shall include a history of having met the criteria defined in this
subchapter for a period of at least five years. Alternatively, the petitioning institution may
indicate, through a combination of retrospective and prospective data, intent to meet the criteria
for a total period of five years. The Secretary shall consider such institutions to be in a period of
candidacy for university designation. In no case shall formal university designation be granted
until an institution has met the minimum criteria for at least five years.
(d) University status and the initial use of the term "university" in the institution's title require
approval by the Secretary.
SUBCHAPTER 4. PROPRIETARY INSTITUTIONS
9A:1-4.1 General provisions
(a) Proprietary institutions of higher education shall apply for licensure to offer academic
degree programs and/or college credit-bearing courses, subject to conformance with the rules and
standards for such licensure as contained in this chapter.
(b) The rules in this subchapter are designed to recognize the distinctive character of
proprietary institutions and for these institutions take precedence over any rules and standards
with which they may be in conflict.
9A:1-4.2 Reassessment of licensure status
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In the event of a change in the ownership of a proprietary institution, the institution shall provide
notice of the change to the Secretary within 30 days of the change. The Secretary may determine
to reassess the institution's licensure status within one year of the change.
9A:1-4.3 Duration of license
(a) Any license to operate shall be for a specific period, not to exceed five years, as the
Secretary determines, unless a New Jersey institution is currently licensed and accredited as a
discrete entity by an institutional accrediting body that is recognized by the U.S. Secretary of
Education to accredit the kinds of academic programs for which licensure was previously
granted to the institution.
(b) At least eight months before the expiration of the license, the institution shall petition the
Secretary for relicensure, unless a New Jersey institution is accredited as a discrete entity by an
institutional accrediting body that is recognized by the U.S. Secretary of Education to accredit
the kinds of academic programs for which licensure was previously granted to the institution.
9A:1-4.4 Minimum library requirements
(a) A proprietary institution offering a degree shall have a library collection of sufficient size
and composition to meet program objectives and to support high-quality instruction and, where
appropriate, research.
(b) The library collection shall be kept up to date.
(c) The library shall have qualified library professional(s), librarian(s), and support personnel
in numbers sufficient to serve the needs of students and faculty.
(d) Proprietary institutions are held to the standards in N.J.A.C. 9A:1-1.9 (a)-(i).
9A:1-4.5 Governing board
(a) The governing board shall have a portion of its membership drawn from the general
public and/or the academic community and be of sufficient size to provide for appropriate
committee membership.
(b) As is the case in nonprofit institutions of higher education, public members should be
appointed for specified terms of office.
9A:1-4.6 Faculty
(a) Undergraduate faculty shall normally have teaching loads not to exceed the equivalent of
15 semester credit hours; graduate faculty shall normally have teaching loads not to exceed the
equivalent of nine semester credit hours.
(b) Workload credit shall normally be granted to faculty involved in heavy administrative,
advisory, or committee assignments.
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(c) The institution shall promulgate a statement concerning the academic freedom of faculty
members that should include statements supporting the following principles:
1. Freedom in research and publication where these activities do not interfere with
adequate performance of academic duties;
2. Freedom in the classroom to discuss controversial issues pertinent to the discipline;
and
3. Retention of all rights as a citizen to free speech and publication. Such rights are not,
as such, subject to institutional censorship or discipline.
SUBCHAPTER 5. OUT-OF-STATE INSTITUTIONS
9A:1-5.1 Licensure required
(a) Out-of-State institutions wishing to offer college credit-bearing courses, academic degree
completion programs, or complete academic degree programs with a physical presence in New
Jersey shall petition the Secretary for licensure. No out-of-State institution shall offer or
advertise the availability of college credit-bearing course(s) or academic degree program(s) with
a physical presence in New Jersey before receiving formal approval of its petition. Licensure
shall require the institution to meet all the standards set forth in this chapter.
(b) An out-of-State institution's petition to offer an academic degree completion program
shall provide evidence that the degree-granting institution is authorized to offer the full degree
program in the state in which the institution is incorporated.
(c) The Secretary shall review all such licensure petitions from out-of-State institutions. The
Secretary shall license only those institutions whose proposed offerings meet State standards of
quality (see N.J.A.C. 9A:1-1 and 2), are fiscally viable, serve a demonstrable need, and are in
accordance with the Statewide plan for higher education, if applicable.
(d) Out-of-State institutions may be licensed for periods of one to five years. Initial licensure
shall not exceed three years.
(e) Licensure by the Secretary of an out-of-State institution shall not preclude an in-State
institution from providing coursework or programs similar to that of the out-of-State institution.
(f) An out-of-State proprietary institution shall also be subject to N.J.A.C. 9A:1-4.
9A:1-5.2 Petitions from institutions
(a) Out-of-State institutions seeking licensure shall submit licensure petitions in an electronic
format to OSHE preferably at least one year before the requested date of implementation.
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(b) The petition shall contain:
1. The accreditation status of the institution;
2. A mission statement that defines the scope, purpose, and basic tenets of the institution;
3. Information equivalent to the annual summary sheet required by the regional and/or
national institutional accrediting association for the institution;
4. The institution's financial statements and management letter(s) (if issued) (prepared by
independent auditors) for each of the last three years;
5. Information on the qualifications of prospective faculty for the proposed New Jersey
offering(s);
6. A description of the selection and review process for faculty teaching in New Jersey;
7. A catalog and other data that the institution recognizes as appropriate; and
8. Other information that the Secretary specifically requests.
9A:1-5.3 Review processes
(a) The following procedures apply to petitions from out-of-State institutions:
1. Upon receipt of the petition, OSHE staff shall provide to all New Jersey institutions a
brief summary of the petition's content, along with information on how to obtain the petition
from the OSHE website and an invitation to the institutions to submit their comments within 30
days after the notification regarding the out-of-State request.
2. OSHE staff shall review the petition and any comments submitted by in-State
institutions, usually with the assistance of an external consultant team that is mutually acceptable
to the institution and the Secretary. As part of the review of the petition, OSHE staff may also
conduct a site visit at the campus or proposed instructional site of the institution, usually with the
assistance of the external consultant team.
3. OSHE staff shall send the petition and all pertinent materials to the Presidents' Council
for review and recommendation to the Secretary.
4. The Secretary shall consider the recommendation of the Presidents' Council when
making a determination on the petition.
9A:1-5.4 Annual report
(a) An out-of-State institution shall submit a report containing an update of the information
required pursuant to N.J.A.C. 9A:1-5.2(b) to the Secretary on an annual basis by a date
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determined by the Secretary.
(b) If it appears from a review of the annual report that there has been a significant change in
the offerings, the necessary resources, or the status of the institution, OSHE staff shall submit the
matter to the Presidents' Council for review and recommendation to the Secretary for any
appropriate action to be taken, including the revocation of licensure.
9A:1-5.5 Additional instructional sites
(a) A currently licensed out-of-State institution seeking to establish an additional
instructional site for its currently licensed academic degree programs and/or college creditbearing courses shall, before operating the additional instructional site, submit to the Secretary a
formal request that shall include a statement justifying the need for the proposed instructional
site and a description of the proposed courses/programs to be offered there.
(b) The request under (a) above shall also include evidence that the proposed
programs/courses at the proposed instructional site are at least equivalent in quality to
comparable programs/courses at the currently licensed instructional site and evidence that the
institution has provided for effective monitoring and controls to maintain quality. The request
shall include evidence of the dedication of sufficient resources to implement and maintain the
proposed instructional site without eroding the quality to ongoing programs and operations in the
rest of the institution.
(c) The request under (a) above shall provide information on the standards in N.J.A.C. 9A:11.5 through 1.12, with special attention to evidence indicating that the classroom, laboratory,
computing, and library facilities are adequate; the provisions for administration, support staff,
and student support services are sufficient; and the qualifications of faculty are appropriate.
(d) Upon receipt of a request for approval of an instructional site, OSHE staff shall provide to
all New Jersey institutions of higher education a brief summary of the request, along with
information on how to obtain all materials related to the request from the OSHE website and an
invitation to inform the Secretary within 30 days as to how they would be affected by the
proposed instructional site.
1. If no concerns are raised about the proposal, OSHE staff shall forward the request
directly to the Secretary for action.
2. If concerns are raised, OSHE staff shall send all materials to the Presidents' Council for
review and recommendation within 60 days.
3. The Secretary shall consider the recommendation of the Presidents' Council when
making a determination on the request for approval of an instructional site.
SUBCHAPTER 6. OFF-CAMPUS OFFERINGS
9A:1-6.1 Purpose and general requirements
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(a) The institution shall consider off-campus offerings part of its total program and shall judge
them by the same criteria as the sessions and courses on its main campus.
(b) All institutions shall submit at the request of the Secretary reports on all off-campus
offerings.
9A:1-6.2 Branch campuses
(a) When the governing board of a State college or State university, after study and
investigation, determines that it is advisable for the institution to establish a branch campus outof-State or out-of-country that will serve at least 500 students of the institution, the board shall
submit the plan for the branch campus in an electronic format to the Secretary for review and
recommendations.
(b) The plan shall include: a description of the higher educational needs of the country or
region in which the branch campus shall be located; a description of the proposed branch campus
and its proposed programs and curriculum; an estimate of the cost of establishing and
maintaining the branch campus including the cost of any planned acquisition or construction of
facilities; and any other information or data deemed necessary by the Secretary. The request shall
include evidence of the dedication of sufficient resources to implement and maintain the branch
campus without eroding the quality of ongoing programs and operations in the rest of the
institution.
(c) The plan shall provide information on the standards in N.J.A.C. 9A:1-1.5 through 1.12,
with special attention to evidence indicating that the classroom, laboratory, computing, and
library facilities are adequate; the provisions for administration, support staff, and counseling are
sufficient; and the qualifications of faculty are appropriate.
(d) Upon receipt of a plan for a branch campus, OSHE staff shall provide to all New Jersey
institutions of higher education a brief summary of the plan's content, along with information on
how to obtain the plan from the OSHE website and an invitation to inform the Secretary within
30 days as to how they would be affected by the proposed branch campus.
1. If no concerns are raised about the proposal, OSHE staff shall forward the plan directly
to the Secretary for review and response. In developing a response to the plan, the Secretary shall
consider whether there is a need for the institution to acquire a branch campus and whether the
institution has the financial capacity to support the campus.
2. If concerns are raised about the proposal, OSHE staff shall send all materials to the
Presidents' Council for review and recommendation within 60 days.
3. Upon the receipt by the Secretary of the Presidents' Council recommendation, the
Secretary will develop a response to the plan pursuant to (d)1 above.
(e) An institution proposing to offer at a particular branch campus an approved degree
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program not previously offered there shall inform the Secretary of that offering.
(f) An institution proposing to offer at a branch campus a degree program not previously
offered at the main campus shall submit that program for Presidents' Council review, as required
for any new program.
(g) An institution closing a branch campus shall inform the Secretary before the closure.
9A:1-6.3 Noncollegiate organizations
(a) Off-campus sites at which an institution offers college credit-bearing courses in
conjunction with or under contract with a noncollegiate organization shall first be approved by
the institution's governing board or its designee. The institution shall adhere to the following
standards:
1. The college may grant credit only at the level and only in those areas for which it has
degree programs. For example, a college may not award graduate credit if it does not award
graduate degrees, nor may it offer graduate courses in a field (for example, psychology) if such
offerings are not acceptable in an authorized graduate degree program at that college;
2. The credentials of instructors used by the contracting agency shall be reviewed and
approved by the appropriate faculty of the college;
3. The courses shall be clearly and publicly identified as belonging to the college; that is,
both parties shall take appropriate steps to ensure that the public understands that the college
assumes responsibility for the courses; and
4. No more than 25 percent of an academic degree program shall be satisfied through
such courses, except in the case of arrangements between colleges and hospital-based programs
in the health professions in which the clinical component of the program is provided by the
hospital school. All course requirements, with respect to student attendance, amount of class
time, amount of outside work, standards for performance, and prerequisites, shall be the same as
for courses offered on campus.
SUBCHAPTER 7. DISTANCE LEARNING
9A:1-7.1 Standards for New Jersey institutions
(a) An institution's distance learning offerings shall be clearly defined and related to the
institution's mission and shall be consistent with the goals and objectives of the institution.
(b) The institution's policies and objectives associated with distance learning and blended (or
hybrid) learning offerings shall be consistent with those established for other educational
delivery modes and shall comply with the standards set forth in N.J.A.C. 9A:1-2.
(c) The institution's catalog and promotional materials shall indicate the maximum time
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permitted for the completion of each course and program offered through distance learning. Any
difference between on-campus and distance learning tuition and fee charges shall be clearly
indicated.
(d) The institution shall provide students with complete and timely information regarding
course and degree requirements, nature of faculty/student interaction, assumptions about
technological competence and skills, technical equipment requirements, availability of academic
support services, financial aid resources, and costs and payment policies.
(e) Faculty and academic professionals involved in distance learning and blended (or hybrid)
learning shall have an understanding of distance education, its special characteristics, and the
needs of distance learners.
(f) Each institution shall address issues related to ownership and intellectual property derived
from the creation and production of software, telecourses, or other electronically offered
programs.
(g) Individuals outside the traditional campus community who act in capacities such as tutors
or proctor for students enrolled in distance learning and blended (or hybrid) learning shall be
approved by the institution offering the course/program.
9A:1-7.2 Granting degrees for programs provided collaboratively
In the case of collaborative distance learning and blended (or hybrid) learning degree programs,
it is the responsibility of the institutions offering the programs to determine which institution(s)
will grant the degree.
9A:1-7.3 Counting students enrolled in multiple institutions
Students who are taking coursework at more than one institution shall be counted by each
institution based on a full-time equivalent standard unless a consortial agreement exists either
between or among the institutions regarding which will count the students for enrollment
purposes.
9A:1-7.4 Program review and approval for New Jersey institutions
(a) As is currently the practice with traditionally offered programs, if a licensed New Jersey
institution wishes to offer a new academic degree program through distance learning, the
program shall be subject to review by the Presidents' Council.
(b) Distance learning degree programs offered at newly established off-campus sites shall be
subject to any review or approval that is required for all programs at such off-campus sites; see
N.J.A.C. 9A:1-6.
(c) Approval by the Secretary for distance learning programs offered by licensed New Jersey
institutions shall be required only if programs are referred to the Secretary by the Presidents'
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Council for consideration due to an institution's changing or exceeding its programmatic mission
or due to excessive program cost or unnecessary duplication.
9A:1-7.5 Approval for out-of-State institutions
(a) Out-of-State institutions (see N.J.A.C. 9A:1-5) that wish to offer college credit-bearing
distance learning with a physical presence in New Jersey must first be licensed by the Secretary,
with advice from the Presidents' Council, to offer specific courses or degree programs.
(b) Out-of-State institutions that wish to offer New Jersey residents no other programs,
except for college credit-bearing distance learning with no physical presence in New Jersey, are
not required to seek licensure from the Secretary.
(c) If a degree program offered by an out-of-State institution requires a supervised
component, such as an internship, fellowship, or apprenticeship, for a certain degree, such a
component, if conducted in New Jersey, will not be considered to constitute a physical presence,
so long as the following two criteria are met:
1. The student-supervisor relationship is conducted on a one-to-one basis (for example,
no group review sessions or other gatherings); and
2. The supervisor is not a permanent employee of the out-of-State institution.
SUBCHAPTER 8. FRAUDULENT ACADEMIC DEGREES
9A:1-8.1 Protected degree designations for earned degrees
(a) No person shall use or append to his or her name any academic degree designation,
letters, derivatives thereof, or other designations as evidence of having earned an academic
degree unless a duly authorized institution of higher education as defined in Section 3 of
P.L.1986, c.87 (N.J.S.A. 18A:3-15.3) conferred the degree.
1. In states without a licensing requirement for institutions of higher education, a duly
authorized institution of higher education is one that is regionally accredited or accredited by the
appropriate accrediting body recognized by the U.S. Secretary of Education or one that is
seeking such accreditation.
2. Regarding institutions located outside of the U.S. or its possessions, a duly authorized
institution of higher education is one that is recognized by the appropriate body in the particular
country provided that the institution’s requirements for awarding degrees are generally
equivalent to those accepted in the U.S. by an accrediting body recognized by the U.S. Secretary
of Education.
9A:1-8.2 Honorary degrees
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Any person who has received an honorary degree shall follow the academic degree or the letters
used to abbreviate such a degree with the word “Honorary” or “Hon.” in parenthesis when
representing himself or herself as having received such a degree or credential.
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I.

INTRODUCTION

The Kean University Curriculum Procedures Manual is designed as a guide for Departments/
Programs/Schools and their faculty members wishing to develop, revise, and/or discontinue
courses and programs. Approved by the Kean University Senate, it contains detailed
information about the correct processes for requesting such curriculum changes and the
required format for each type of proposal.
The School/Department/Program representative(s) interested in proposing any one of these
curricular changes should first read the relevant section of the manual carefully and consult
with appropriate deans, other relevant offices and the chairs of the curriculum committees
involved in the approval process. Curriculum change proposals will be carefully processed
according to the procedures outlined in this manual.
In order to smooth the path from start to finish, author(s) of a proposal should adhere closely
to guidelines, focusing on the format of the document as it is spelled out in the manual. Here
again, consultation with those who will be reviewing the proposal (chairs of relevant
committees and, in the case of new programs, the Office of the Provost) is essential,
especially if it reflects Middle States Commission approvals or statewide mandates or
requirements, which are subject to annual change. As defined by N.J.S.A. 18A, the New
Jersey Presidents’ Council (NJPC) has the responsibility to review new academic programs.
To oversee creation of new curricula and certain curriculum changes, the NJPC created the
Academic Issues Committee (AIC). The 2015-2016 Academic Issues Committee Manual is
sited throughout this manual; however, document author(s) are expected to consult with the
most updated version of the AIC Manual as found on the University Senate website.
An essential part of this program document is the transmittal form. All signatures reflecting
action on the document in question must be secured at each stage of approval. The
appropriate transmittal form, complete with required signatures, must accompany every
proposal.
It is difficult to predetermine the time frame needed to process a proposal since the
length of the process is dependent on numerous variables (e.g., the meeting schedules of
committees, the number of proposals already on those committees’ respective agendas,
and the number of different levels through which the document is required to proceed
prior to implementation). Individuals or departments proposing new programs should
note that proposals often take one to two years to move from preliminary action
by the department curriculum committee(s), to final affirmation by the New Jersey
Presidents Council, to initial enrollment of students in the program’s first year.
This edition of the manual has been updated not only to reflect curricular changes that have
taken place since the previous edition published in 2009, but to simplify, where possible, the
requirements of the approval process itself. Lest the guidelines outlined here appear
burdensome or excessively bureaucratic, it may be helpful to remember that they reflect
university policies designed to maintain both excellence and consistency across the
institution and also to ensure thorough curricular communication between, within, and
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among Schools/Programs/Departments, the University Senate, elected Senate committees,
and a variety of administrative offices. Excellence, consistency, and thoughtful
communication are, of course, in the best interests not just of the faculty members
responsible for these programs and/or courses, but of the students who will be enrolled in
them. The committee members responsible for this document hope that the guidelines
contained herein will help everyone using it to achieve all three.
II.

SEMESTER CREDIT HOUR POLICY

The Middle States Commission on Higher Education, as a federally recognized accreditor, is
obligated to ensure that its candidate and member institutions comply with accreditationrelevant federal regulations [including the assignment of credit hours] (Retrieved on
02/29/2016 from https://www.msche.org/publications/VerificationofCompliance2016.pdf ).
Under the NJ State Administrative Code, Title 9A, a "Semester credit hour" means 150
minutes of academic work each week for 15 weeks in one semester, which is typically
accomplished by 50 minutes of face-to-face class activity each week complemented by at
least 100 minutes each week of laboratory or outside assignments (or the equivalent thereof
for semesters of different length) but may also be accomplished through an equivalent
amount of academic work as established by an institution, which may include additional class
time, laboratory work, internships, practical studio work, and other forms of academic work.
The procedure for ensuring adherence to this credit hour policy across the curriculum occurs
in two stages of the curriculum approvals process as follows:
Stage 1: Review of credit hours will take place at the course-level through verification by the
College Curriculum Committee. Evidence of review will be demonstrated on the
appropriate course approval transmittal form.
Stage 2: Review of credit hours will take place at the program-level through verification by the
University Curriculum Committee (UCC). Evidence of review will be demonstrated by
ensuring all courses within the proposed program were approved by the College
Curriculum Committee (and, therefore, were examined for adherence to the credit hour
policy).
III. POLICY FOR THE CREATION OF NEW ACADEMIC SCHOOLS OR
DEPARTMENTS
An academic School or Department comprises faculty organized together under the
leadership of an Executive Director or chairperson to teach a discipline or a related set of
disciplines.1 Serving to facilitate disciplinary effectiveness and personnel management, a
School or Department should be of a size necessary to uphold professional standards for the
curriculum while maximizing the efficient use of administrative resources. An academic
School or Department may be created to administer an entirely new curriculum or to separate
an existing curriculum from another School or Department in which it was developed and
from whose remaining curriculum it has grown distinct.
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DOCUMENT FORMAT
The document for establishing a new academic School or Department shall explain the
following elements of its formation:
School or Department name, including rationale for its choice and placement in the
university’s organization, including any provisions for exceptional arrangement (such as
inter-school or interdepartmental arrangements) governing curriculum approval and
personnel evaluation;
Founding School or Departmental membership, including all courses as well as degree
plans to be offered;2
School or Departmental course enrollments, including a projection of anticipated
enrollment growth or decline over the first three years of the School or Department
School or Departmental resource requirements, including needs for faculty, staff,
facilities, and operational expenses, all represented in projected annual budgets for the
School or Department’s or first three years and with distinctions made between resources that
are to be newly acquired and allocated by the university and those that are to be transferred
from the university’s present allocations (such as resources from a parent School or
Department);
Disciplinary or professional standards and practices supporting or compelling the
formation of the School or Department;
Institutional mission and strategic priorities served by the formation of the School or
Department along with any specific institution problems it will solve and/or benefits it will
yield;
The particular impact that formation of the School or Department will have upon any
parent School or Department from which it is to be separated or upon any closely related
School or Department from which it is to be distinguished.
APPROVAL PROCESS
Faculty and/or academic officers of the University shall propose the establishment of a new
academic School or Department through a document submitted for approval or advice
through the following successive steps:
•

Recommendation of any School or Department out of which the new School or
Departmentwould be formed;

•

Approval of the dean to whom the new School or Department would report;

•

Recommendation of the University Planning Council and, simultaneously,
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approval of theUniversity Curriculum Committee;3
•

Approval of the University Senate;

•

Approval of the University Provost;

•

Approval by the University President;

•

Approval by the University Board of Trustees.

Approval of the document by the School or Department’s prospective dean shall include the
appendage of an impact statement by the dean in which he or she confirms, corrects, or
expands the document’s analysis. Approval or recommendation by every entity shall be
completed within the following academic year.
Notes
1

Institutional units not organized to house faculty and curriculum are administrative rather
than academic in nature, and the provisions of this policy do not pertain to them.
2

All courses must be approved by the appropriate Curriculum Committee(s) and degree plans
must be approved by the University Curriculum Committee before the approval of a new
School or Department by the University Senate.
3

In the event of any institution reorganization that eliminates the UPC or the UCC, the roles of
those entities in the approval process for the creation of new Schools or Departments shall be
assumed by whatever entities assume their responsibilities.
IV. PROGRAM DOCUMENTS: REQUIRED FORMATS AND PROCEDURES

• General Requirements and Procedures for Program Documents
•

•

•

•

In developing new or revising existing programs, options, etc. faculty are advised that
new courses and/or course revisions must be approved through appropriate channels
BEFORE a document can be reviewed by the UCC (see Section VI Procedures for
Courses). These channels include School/Departmental/Program- level committee(s) and
then College-level committee(s).
When developing new programs (e.g., majors, options, certification programs, etc.) or
discontinuing programs, faculty/personnel must consult with the Provost’s Office to
facilitate implementation and ensure appropriate compliance with the Academic Issues
Committee.
For most program documents, the UCC does not need to review individual courses/
course outlines. However, the UCC, at its discretion, might request to see documentation
related to individual courses to enhance understanding of new programs, program
revisions, etc.
To optimize communication and understanding of curricular changes as they proceed
through various levels of the University, Schools/Departments/Programs must submit a
separate transmittal form for each change they are implementing.
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•
•

•

•

Before submitting program documents, faculty/personnel should review the updated
glossary of curricular terms which can be found in Section VII of this manual.
New online programs, options, certificates, etc. will proceed through the regular
processes described in Part IV below. Developers of these programs, options, etc.
must make sure that they follow appropriate procedures for courses for distance
learning outlined in Part VI below.
The processes of development of new undergraduate majors or graduate programs and
discontinuation of programs require long-term planning and have lengthier review
processes than other types of curricular processes. Faculty/personnel involved in these
processes should consult the timelines in this manual and work closely with
Schools/Departments/Programs, chairs of appropriate committees, the University Senate,
and appropriate administrative offices.
For all program documents, faculty/personnel must include all of the information outlined
in the formats described below in sections B-H. When making revisions to majors,
minors, certifications, or other programs that affect the content of the program, a
modified guide sheet is necessary but not sufficient for the review.

The following timeline shows the schedule for which new programs, new options, new
certifications, program revisions, discontinuations of programs, and conversion of majors
will be reviewed by the UCC.
Proposals
•

New Undergraduate/Graduate Degree Program
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Minimum time required
for University Curriculum
Committee review
Two Weeks

•

New Option in Undergraduate/Graduate Degree
Program

One Week

•

New Certification/Minor/Non-Degree Program

One Week

•

Revision of Existing Undergraduate/Graduate
Program—Program revisions that affect content

One Week

•

Discontinuation of an Existing
Undergraduate/Graduate Major, Option, Non-degree
Conversion of an Option to a Major

Two weeks

•

One week

B. Approval of a New Undergraduate Degree Program or Graduate Degree
Program (Includes New Joint and Interdisciplinary Programs)
All proposals for new undergraduate degree or graduate degree programs, including
online programs and other forms of distance learning, must be made in a properly
formatted program document which must be approved or acted upon at all levels in
succession as outlined below. New online programs do not require different approval
procedures other than those for course approval (see Part VI Section C). The author of the
document and/or selected representative(s) are ultimately responsible for ensuring that the
program document and its corresponding transmittal are transferred through each successive
stage of this process. The program document must be submitted in both paper (1 hard copy)
and electronic format until the University moves to an all-electronic format. Document
authors should keep signed copies of all relevant documents for themselves. All steps in
this process must begin and end in the University Senate Office. A program transmittal form
(See Appendix D) with all required signatures, along with a routing sheet, must be affixed to
the document as it moves through the process. A copy of the transmittal form and routing
sheet must be kept in the University Senate Office for tracking purposes. All courses and/or
course revisions proposed for the program must be approved individually in accordance with
established approval procedures as outlined in Section VI of this manual. All of the required
courses and course revisions, including fully online and Hybrid Type II courses for distance
learning, must be approved PRIOR to approval of the program by the University Curriculum
Committee (i.e., approval by appropriate School/Departmental Committees(s), College-level
Curriculum Committees, and other Committees as necessary {e.g., Distance Learning}).
.
Note 1: Faculty intending to propose a new program should be mindful that the preparation,
approval, and implementation processes required for any new program extend over a
minimum of one to two years. During the first part of the process, the program must be
developed and considered at various levels of the Kean University approval process. During
the second part of the process, the program is evaluated at the state level, and, if it is
approved, final arrangements are made for its implementation. A sample cycle of the
approval process for new programs is included at the end of this section.
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Note 2: If the proposed new program also requires a substantive change approval process
through the Middle States Commission on Higher Education, additional time (3-9 months,
depending upon type of approval) may be required as well. New program developers should
consult with the Office of Accreditation and Assessment and the Office of the Provost in
determining if their program involves substantive change.
Substantive change can involve one of the following: a) Significant Departure from Existing
Educational Programs (the addition of credit bearing programs that are not a logical
extension of programs currently offered by the institution); b) Different Credential Level (the
addition of programs at a degree or credit number that is different from those that existed);
“Different Credential Level” also includes consideration of programs that exist at one
campus location and are intended to be offered at a different campus location; c) Number of
Clock or Credit Hours (substantial increase or decrease in the number of clock or credit hours
awarded for successful completion of a program); d) Contractual Arrangements (with
institutions or organizations that might not adhere to Middle States standards or the standards
of other accrediting bodies); e) Establishment of Additional Locations (at which the
institution offers at least 50 percent of an educational program).
REQUIRED DOCUMENT FORMAT
New Undergraduate Degree Program or Graduate Degree Program Document
(In addition, please refer to explanatory notes for selected headings on the following
pages)
A. Title Page
1. Title and Type of Program (B.A. in English, M.A. in Instruction and Curriculum – World
Languages, etc.)
2. School/Department Offering Academic Program
3. Proposed Date of Implementation
4. Date of Document (Update if Revised)
B. Table of Contents Keyed to Page Numbers
C. Description, Objectives, and Student Learning Outcomes (SLOs) for the Academic
Program
As per the 2016-2017 New Jersey Presidents’ Council Academic Issues Committee (AIC)
Manual, the document must include the following:
1. Objectives.
Briefly summarize the program and indicate its objective (e.g., the nature and focus of the
program, the knowledge and skills students will acquire, any cooperative arrangements with
other institutions or external agencies in offering the program.
• State whether the proposed program exceeds the programmatic mission of the
institution as listed in Appendix C of the 2016-2017 New Jersey Presidents’ Council
Academic Issues Committee (AIC) Manual.
2. Evaluation and learning outcomes assessment plan for the program.
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Evidence should be provided that appropriate evaluation and learning outcomes assessment
plans are in place to measure the effectiveness of the program. Present a concrete plan for
evaluating the program in terms of curricular design, student achievement, program success,
and stakeholder satisfaction. Describe who is responsible for oversight of the assessment and
evaluation, including collection, analysis, and use of results to improve the curriculum. In the
case of accredited programs, provide an explanation of how accreditation standards and
processes inform the assessment plan.










Program goals or objectives (broad statements of the purpose of the program in
terms ofwhat students will be prepared to do with the credential)
Student learning goals (more specific statements of how the program is
designed todeliver the program goals and what students will learn)
Student learning outcomes (specific statements of how students will demonstrate
theirachievement of the student learning goals)
Map of the curriculum identifying courses and other learning experiences
designed todeliver the intended student learning outcomes* (see explanatory note
Student learning outcomes assessment methods or tools (direct measures of
student learning such as exams, term papers, projects, practicums, standardized
assessments,benchmarks, portfolios, etc.; indirect measures such as reflections,
surveys)
Program evaluation methods or tools (surveys, focus groups, job placement data,
etc.that will measure student and employer satisfaction; program success data,
including enrollment and completion rates, admission to graduate programs, job
placement data,student participation in conferences, etc.)
Mechanisms to support the sustainability of assessment and evaluation
processes(oversight and cycles for reporting, including department or
college processes; institutional reporting requirements; and accreditation if
applicable)

The learning outcomes plan should be shown in the form of a table. Examples of evaluation
and learning outcomes plans are shown in Appendix K of the 2016-2017 NewJersey
Presidents’ Council Academic Issues Committee (AIC) Manual.
3. Relationship of the program to institutional strategic plan and its effect on other
programs at the same institution.
4. Need.
Provide justification of the need for this program.
a) If the program falls within the liberal arts and sciences and does not specifically
prepare students for a career, provide evidence of student demand and indicate
opportunities for students to pursue advanced study (if the degree is not terminal with
regard to further education).
b) If the program is career-oriented or professional in nature, provide evidence of student
demand, labor market need, and results of prospective employer surveys. Report labor
market need as appropriate on local, regional, and national bases. Specify job titles and
entry-level positions for program graduates, and/or indicate opportunities for graduates to
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pursue additional studies.
c) Describe the relationship of the program to institutional master plans and priorities.
d) List similar programs within the state and in neighboring states and compare this
program with those currently being offered.
e) For doctoral programs only, supply a select list of distinguished programs nationally in
this discipline.
5. Students. Estimate anticipated enrollments from the program's inception until a steady
state or optimum enrollment is reached.
6. Program Resources. Briefly describe the additional resources needed to implement and
operate the program during the program's first five years (e.g., the number of full-time
faculty, number of adjunct faculty, computer equipment/resources, office and other spaces,
print and non-print materials).
7. Degree Requirements. Provide an outline of the curriculum, including a list of the
proposed courses and credits per course. Indicate the total number of credits in the degree
program and, for undergraduate programs, the number of general education credits.
D. Admission Requirements
E
•
•
•

Administrative Structure
Primary School/Department or Office Administering the Academic Program
Cooperating School/Departments or Offices Supporting the Academic Program
Licensure/Certification Requirements

F. *Consultant Report (to be secured at the end of the internal curricular process as
advised by the Provost’s Office). The written report must be a thoughtful and thorough
analysis of the quality of the program, not merely a detailing of the specifics of the proposed
program. The report must include the following sections and answer the questions posed. The
narrative of the report should cover the following areas: objectives, need for the program,
educational programs, students, faculty, support personnel, finances, physical facilities,
library, computer facilities, administration, and evaluation. For more detailed instructions
refer to the 2016-2017 New Jersey Presidents’ Council Academic Issues Committee (AIC)
Manual, Appendix D, Consultant Report Guidelines.
G. Institutional Response to Consultant Report (As coordinated by the Office of the
Provost). The institutional response should be a thorough and thoughtful reply to each
concern/recommendation raised by the consultant report.
Explanatory Notes for Selected Format Headings and Subheadings
*C.2. List and describe briefly all requirements, electives, and options. Course titles and
credits must be specified. All of the required courses and/or course revisions contained in the
program must be approved through the normal curriculum process (i.e., approval by
appropriate School/Departmental AND College-level curriculum committees) prior to
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approval of the program by the University Curriculum Committee. All prerequisites for
required courses must be explicitly accounted for in the plan.
C. 2-4. Evidence should be provided that appropriate evaluation and learning outcomes
assessment plans are in place to measure the effectiveness of the program. Criteria must
include:
• Clearly articulated program-level goals/student learning outcomes (SLOs)
• The incorporation of University Learning Outcomes/Student Learning Outcomes
into the Program Goals/SLOs
• Curriculum Map showing alignment of required courses to program goals/SLOs
• Program Assessment Plan showing how the achievement of program goals/SLOs
is assessed through direct measures and indirect measures.
C.3 For the subsection “Relationship of the program to institutional strategic plan and its
effect on other programs at the same institution,” please include information regarding
articulation between and among combined or joint undergraduate and graduate programs (if
such information is applicable). Information regarding arrangements with other institutions
and/or external agencies should be described in C.1.
E. 3. If the program involves any licensure and/or certification requirements, describe them
clearly and in detail in this subsection.
F. Secure consultant’s report according to guidelines of the Academic Issues Committee
(AIC) manual and as advised by the Provost’s Office. The new program document will
ultimately be submitted by the Provost’s Office for approval to the Academic Issues
Committee of the Presidents’ Council, which has established guidelines both for the
selection of the program consultant and for the consultant’s report itself. These guidelines
emphasize that the new program document should include:
•

a comprehensive curriculum vita for the consultant indicating that the consultant
satisfies all the required selection criteria;

•

a comprehensive report from the consultant which addresses all of the questions
outlined in the Consultant Report Guidelines;

•

the institutional response to the consultant report, addressing in particular
questions or issues raised by the consultant about the new program proposal

THE NEW JERSEY PRESIDENTS’ COUNCIL’S GUIDELINES ARE SUBJECT TO
PERIODIC/ANNUAL MODIFICATION. Prior to selection of a consultant and in
preparation for the consultant’s visit, those designing the new program must consult with the
Provost’s Office regarding details of the current guidelines. Please see also the most recent
issue of the Academic Issues Committee (AIC) manual available through the University
Senate website.
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APPROVAL PROCESS:
New Undergraduate Degree Program and Graduate Degree Program Documents
(This is the sequence which must be followed for new programs)
Note: The author of the document and/or selected representative(s) are ultimately responsible
for ensuring that the program document and its corresponding transmittal are transferred
through each successive stage of this process.
A. School/Departmental Approval
Faculty prepare a program document and present it for approval first by the
School/Department Curriculum Committee and then for approval by the entire full-time
faculty of the School/Department. As part of the approval process by the
School/Department, a vote tally of full-time faculty (i.e., number of faculty approving,
not approving, and abstaining from vote for the program) must be submitted either on the
transmittal form or as part of the curriculum document. The name and title of the
individual responsible for documenting the vote should be noted on the transmittal form
and/or curriculum document. The University Curriculum Committee will not receive the
document for consideration until all Programs/Departments reasonably expected to
potentially be affected have been notified of and received a copy of said document, as
attested to by signature on the transmittal form. Further, all Programs/Departments have
the responsibility to monitor the activities of the UCC and review any documents
submitted to the UCC for potential impacts upon them. Any Program/ Department which
feels it is being impacted by a proposed document has the obligation to bring its
concerns to the UCC in its regular meetings, said concerns to be submitted both in
person at the meeting and in writing beforehand.
AND
If the proposed degree program is to include significant participation by other
Schools/Departments/Programs or institutions, then the program developers
simultaneously submit the program document to those Schools/Departments/Programs or
institutions for their approval, first to their respective curriculum committees, then to the
entire full-time faculty of the affected School/Department/Program.
As part of the approval process by the affected Schools/Departments/Programs, a vote
tally of full-time faculty (i.e., number of faculty approving, not approving, and abstaining
from vote for the program) must be submitted either on the transmittal form or as part of
the curriculum document. The name and title of the individual responsible for
documenting the vote should be noted on the transmittal form and/or curriculum
document. The University Curriculum Committee will not receive the document for
consideration until all Programs/Departments reasonably expected to potentially be
affected have been notified of and received a copy of said document, as attested to by
signature on the transmittal form. Further, all Programs/Departments have the
responsibility to monitor the activities of the UCC and review any documents submitted
to the UCC for potential impacts upon them. Any Program/ Department which feels it is
being impacted by a proposed document has the obligation to bring its concerns to the
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UCC in its regular meetings, said concerns to be submitted both in person at the meeting
and in writing beforehand.
B. Approval of the Dean(s)
The author of the document and/or selected representative(s) submits the new program
document to the appropriate College Dean(s). If the new program involves
Schools/Departments from more than one College, then Deans from these respective
Colleges should also sign. In the case of graduate programs, the program document is
simultaneously submitted to the Graduate Dean for review and action.
C. General Education (GE) Committee Approval (for undergraduate programs)
Following approval by the Dean(s), new major program documents at the undergraduate
level must be submitted to the General Education Committee for review and action.
These documents must include copies of the proposed student guide sheet(s). Of
particular interest to the Committee are encumbered courses listed under the heading of
“General Education.”
D. University Curriculum Committee Approval
The author of the document and/or selected representative(s) must present the program
document to the University Curriculum Committee for review and action.
E. University Senate Approval
The Chair of the University Curriculum Committee submits the program
document to the University Senate for review and action.
F. Presidential Approval
The University Senate submits the program document to the Office of the Provost, which
serves as the representative of the President and arranges for his or her action on the
program document.
G. Provost Action
In keeping with State statutes, the Provost’s Office issues a program announcement (PA)
to all other institutions of higher education in the State in order to provide an opportunity
for their comments on whether the program is unduly expensive and/or duplicative or
exceeds the institutional mission.
H. Board of Trustees Approval
The President submits the program document to the Chair of the Board of Trustees for
Board action.
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The above steps constitute the curriculum process internal to the University that all proposed
new programs must follow. Initiators of new programs, in consultation with the Office of the
Provost must also follow an external curricular process governed by the NJ Presidents’
Council and the Academic Issues Committee (AIC). For the most updated information
regarding this external curricular process, initiators of new programs should consult the most
recent version of the AIC manual (http://njpc.org/documents/aic-manual-2016-17/view) and a
representative from the Provost’s Office. The general steps for this external curricular process
are listed below. Readers are advised that the timing and sequence of some of these steps
(e.g., securing of consultant) may be influenced by additional factors such as accreditation
standards for the proposed new program.
•

•
•

As proposed new programs approach the end of the internal curricular process, the
School/Department sponsoring the new program should consult with the appropriate
Dean(s) and the Provost’s Office to secure an outside consultant to review the proposed
program. Requirements for selection of the outside consultant are provided by the New
Jersey Presidents’ Council and can be found in Appendix D of the AIC manual. The
consultant prepares a written report as required by the Presidents’ Council. The AIC
manual outlines requirements for this report.
Following the issuance of the consultant’s report, the sponsoring School/Department for
the new program, in conjunction with the Dean(s) of the appropriate College(s) and the
Office of the Provost develops an institutional written response to the consultant’s report.
The Office of the Provost presents the program document, together with the consultant’s
report, the institutional response to this report, and the summary of responses to the
program announcement, to the Academic Issues Committee for recommendation to the
Presidents’ Council.
Sample Cycle: New Degree Program Approval Process Implementation Cycle

1. Preliminary Discussion within School/Department and
College Dean (Also Graduate Dean if a graduate program).
2. Meeting with Provost’s Office to discuss/plan for program
3. Meeting with UCC Chair or designee to discuss curriculum
approval requirements and timelines.
4. Program document written.
5. School/Department and impacted Departments’/Schools’
Curriculum Committee(s)’ review and approval
6. Department’s/School’s and impacted Departments’/Schools’
review and approval
7. Response and approval by appropriate Dean(s)
8. Submission of document to University Senate office (for
circulation to appropriate committees)
9. Submission to General Education (GE) Committee, if
appropriate:
Review and action by GE Committee
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Expected preparation
time will vary

Approximately
5 months to this point
Approximately 6
months to this point

10. Submission to UCC
Review and action by UCC
11. Review and action by University Senate
12. Review and action by the Provost and President

Below is a sample timeline of the approval process described in this manual. This is
considered a sample only. The process generally takes 1-2 years. Please note that
proposals are accepted on a rolling basis. As such, documents can be submitted at
any time; however, documents submitted to the UCC after April 15th may be held
over to the next academic year.
1. Program Announcement and Circulation through higher
education institutions in NJ through NJ Presidents’
Council
2. Engagement of consultant and development of
consultant’sreport.
3. Review and approval by Board of Trustees
4. Submission to New Jersey Presidents’ Council for review
5. Submission to Academic Affairs Subcommittee of
Presidents’ Council and their recommendation to
Presidents’Council
6. Initiation of Middle States Substantive Change Process (if
applicable)
7. Approval by Presidents’ Council
8. Notification by the Provost’s Office for Recording at
Officeof Undergraduate and/or Graduate Admissions
and
Registrar’s Office
9. Marketing, recruitment and implementation
10. First Classes meet

Approximately 12
months to this point

Approximately 1 year
and 8 months to this
point

Approximately 2
years to this point

C. Approval of a New Option in an Undergraduate Major or Graduate
Degree Program (Includes New Joint or Interdisciplinary Programs)
All proposals for a new option in an undergraduate major or graduate degree program must
be made in a properly formatted program document, which must be approved or acted upon
at all levels in succession as outlined below. The author of the document and/or selected
representative(s) are ultimately responsible for ensuring that the program document and its
corresponding transmittal are transferred through each successive stage of this process.
Online options do not require different approval procedures other than those for course
approval (see Part VI Section C). The document must be submitted in both paper (1 hard
copy) and electronic format until the University moves to an all-electronic format.
Document authors should keep signed copies of all relevant documents for themselves.
All steps in this process must begin and end in the University Senate Office. A program
transmittal form (See Appendix D) with all required signatures, along with a routing sheet,
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must be affixed to the document as it moves through the process. A copy of the transmittal
form and routing sheet must be kept in the University Senate Office for tracking purposes.
All new courses or course revisions proposed for the option including fully online or Hybrid
Type II courses used for distance learning, must be approved individually in accordance with
established approval procedures as outlined in Section VI of this manual (i.e., approval by
appropriate School/Departmental/Program, College-level Curriculum Committees and
Distance Learning Committee, if necessary).
REQUIRED DOCUMENT FORMAT
New Undergraduate or Graduate Option
(In addition, please refer to explanatory notes for selected headings on the following
pages)
A. Title Page
• Title and Type of Academic Program Option
• School/Department/Program Offering Academic Program Option
• Proposed Date of Implementation
• Date of Document (Update if Revised)
B. Table of Contents Keyed to Page Numbers
C. Description, Objectives, and Student Learning Outcomes for the Academic Program
Option
• Descriptive Summary for Academic Program Option: (1-2 sentences describing the
nature and focus of the program option)
• General Rationale and Objectives for Academic Program Option. Include some
description of how the proposed option differs from existing options (if applicable) and
why it is important within the major
• SLOs for option- Provide at least one option-specific SLO (See explanatory note C.2-4.)
• Assessment Plans for Student Learning Outcomes (SLOs) and Academic Program
Option.
D. Documentation of Need for the Academic Program Option
• Student Demand and Vocational Opportunities
• Anticipated Enrollment from Inception to Optimum Implementation
E. Content of the Academic Program Option
1. Curriculum plan- As per the 2016-2017 New Jersey Presidents’ Council Academic
Issues Committee Manual, the document must include a copy of the base/main
curriculum (curriculum of the major program) with the courses and credits. It must also
include a copy of the curriculum for the new option including all courses and credits. The
School/Department should highlight or note the courses that differ from the base program
and list the total number of credit difference.
(See Appendix J-3 in the 2016-2017 New Jersey Presidents’ Council Academic Issues
Committee Manual.)
2. Proposed Guide Sheet(s) for Students
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3. Accreditation Standards (if any)
4. Licensure and/or Certification Requirements (if any)
5. Admission Requirements
F. Administrative Structure
• Primary School/Department/Program(s) or Office Administering the Option
• Cooperating Departments/Programs/School(s) or Offices Supporting the Option
G. Resources Required (Impact Statement Developed with Appropriate Dean(s)Include Dean’(s) Signature)
• Full-Time Faculty (including lecturers)
•
•
•
•
•
•

Part-Time Faculty
Adjunct Faculty
Support Personnel (Clerical, Technical, Administrative, Online/Virtual)
Library Resources
Equipment (Including Computers and Specialized Software or Services)
Space (Offices, Laboratories, Classrooms)

Explanatory Notes for Selected Headings and Subheadings
C. 1-2. Briefly summarize the academic program option. Indicate its objectives (e.g. the nature
and focus of the option, the knowledge and skills students will acquire, and any
cooperative arrangements with other institutions or external agencies in offering the
option). State the primary reasons why the new academic program option is being
proposed.
C. 2-4. Evidence should be provided that appropriate evaluation and learning outcomes
assessment plans are in place to measure the effectiveness of the program option. Criteria
must include:
• At least one clearly articulated, measurable student learning outcome SLO that is
specific to the option. Option can have multiple SLOs that are specific to it, but a
minimum of one should be developed. Alternatively, if no option-specific SLOs
are developed, the SLOs for the general program/major should be applicable to
the new option.
• The incorporation of University Learning Outcomes into the Program Option.
• Curriculum Map showing alignment of required courses in option to program
SLOs
• Program Assessment Plan showing how the achievement of program SLOs
(including option-specific SLO(s) is assessed through direct and indirect
measures.
D. 1. Provide evidence of student demand, and indicate opportunities for students to pursue
advanced study/further education (if the program option is not terminal).
D. 2. Estimate anticipated enrollments from the option’s inception until a steady state or optimal
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enrollment is reached.
E. 1. Explain how the proposed curriculum plan fulfills the objectives of the option and of the
program in which it is housed. List and describe briefly all option requirements. Course
titles and credits must be specified. If there are any new courses and/or course revisions
for the proposed option, these must be approved through the normal curriculum process
PRIOR to approval of the option by the UCC (i.e., approval by appropriate School/
Departmental/Program AND College-level curriculum committees). All prerequisites for
required courses must be explicitly accounted for in the plan.
G. Briefly describe the additional resources needed to develop and implement the academic
program option during its first five (5) years. Please note: This section of the document
must be completed in consultation with the Dean(s).
APPROVAL PROCESS
New Option in an Undergraduate Major or Graduate Degree Program
Note: The author of the document and/or selected representative(s) are ultimately responsible
for ensuring that the program document and its corresponding transmittal are transferred
through each successive stage of this process.
A. School/Departmental/Program Approval
Faculty prepare a program option document and present it for approval first by the
School/Department/Program Curriculum Committee and then for approval by the fulltime faculty of the School/Department/Program. As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the program) must be submitted
either on the transmittal form or as part of the curriculum document. The name and title
of the individual responsible for documenting the vote should be noted on the transmittal
form and/or curriculum document. The University Curriculum Committee will not
receive the document for consideration until all Programs/Departments reasonably
expected to potentially be affected have been notified of and received a copy of said
document, as attested to by signature on the transmittal form. Further, all
Programs/Departments have the responsibility to monitor the activities of the UCC and
review any documents submitted to the UCC for potential impacts upon them. Any
Program/ Department which feels it is being impacted by a proposed document has the
obligation to bring its concerns to the UCC in its regular meetings, said concerns to be
submitted both in person at the meeting and in writing beforehand.
AND
If the proposed academic program option is to include significant participation by other
Schools/Departments/Programs or institutions, then the developers simultaneously submit
the program option document to those Schools/Departments/Programs or institutions for
their approval, first to their respective curriculum committees, then to the full time
faculty of the affected School/Department/Program. As part of the approval process by
the affected Schools/Departments/Programs, a vote tally of full-time faculty (i.e., number
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of faculty approving, not approving, and abstaining from vote for the program) must be
submitted either on the transmittal form or as part of the curriculum document. The name
and title of the individual responsible for documenting the vote should be noted on the
transmittal form and/or curriculum document. The University Curriculum Committee
will not receive the document for consideration until all Programs/Departments
reasonably expected to potentially be affected have been notified of and received a copy
of said document, as attested to by signature on the transmittal form. Further, all
Programs/Departments have the responsibility to monitor the activities of the UCC and
review any documents submitted to the UCC for potential impacts upon them. Any
Program/ Department which feels it is being impacted by a proposed document has the
obligation to bring its concerns to the UCC in its regular meetings, said concerns to be
submitted both in person at the meeting and in writing beforehand.
B. Approval of the Dean(s)
The author of the document and/or selected representative(s) submit the program
document to the Dean. In the case of graduate degree programs, the document is
simultaneously submitted to the Graduate Dean for review and action.
C. General Education Committee Approval
Following approval by the Dean(s), documents proposing a new option in an
undergraduate major program must be submitted to the General Education Committee for
review and action. These documents must include copies of the proposed student
guidesheet(s). Of particular interest to the Committee are encumbered courses listed
under theheading of General Education.
D. University Curriculum Committee Approval
The author of the document and/or selected representative(s) must present the program
option document to the University Curriculum Committee for review and action.
E. Chair of the University Senate Review, Sign Off and University Senate Notification
The Chair of the University Curriculum Committee submits the program option
document tothe Chair of the University Senate. The Chair of the University Senate has
the authority to review and, if needed, refer the document back to the University
Curriculum Committee for clarification, correction or revision. The Chair of the
University Senate must notify the members of the Senate of the receipt and action.
F. Provost Action
The Chair of the University Senate submits the program option to the Office of the
Provost, which informs the President, the Board of Trustees, the Presidents’ Council, and
the Commission on Higher Education of the new option and coordinates its
implementation with the appropriate Schools/Departments/Programs and Dean(s). The
Office of the Provost also notifies the Academic Issues Committee. (See section in AIC
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manual regarding “Initiation of a Program Option” and chart in Appendix J-4 of AIC
manual)

D. Approval of a New Certification Program, a New Minor Program, or a
New Non-Degree Program
All proposals for a new certification program, a new minor program, or a new non-degree
program must be made in a properly formatted program document which must be approved or
acted upon at all levels in succession as outlined below. The author of the document and/or
selected representative(s) are ultimately responsible for ensuring that the program document and
its corresponding transmittal are transferred through each successive stage of this process. Online
certification and non-degree programs and online minors do not require different approval
procedures other than those for course approval (see Part VI Section C). The document must be
submitted in both paper (1 hard copy) and electronic format until the University moves to an allelectronic format. Author documents should keep an extra copy of all program documents
for their own records. All steps in this process must begin and end in the University Senate
Office.
A program transmittal form (See Appendix D) with all required signatures, along with a
routing sheet, must be affixed to the document as it moves through the process. A copy of the
transmittal form and routing sheet must be kept in the University Senate Office for tracking
purposes. All new courses and/or course revisions proposed for the program, including
online, Hybrid Type II or other courses intended for distance learning, must be approved
individually in accordance with established approval procedures as outlined in Section VI of
this manual. Such courses and/or course revisions, including online, Hybrid Type II, or other
courses involved in distance learning, must be approved PRIOR to approval of the program
(i.e., approval by appropriate School/Departmental/Program, college-level curriculum
committees, and Distance Learning Committee, if necessary).
REQUIRED DOCUMENT FORMAT
New Certification Programs, New Minor Programs, or New Non-Degree Program
A. Title Page
1. Title and Type of Academic Program (e.g., Minor in English, etc.)
2. School/Department/Program Offering Academic Program
3. Proposed Date of Implementation
4. Date of Document (Update if Revised)
B. Description, Objectives, and Student Learning Outcomes for the Academic Program
• Descriptive Summary for Program (e.g., nature and focus of the program, knowledge and
skills students will acquire, etc.)
• General Rationale and Objectives for Academic Program
• SLOs for Academic Program
• Assessment Plans for Student Learning Outcomes (SLOs) and Academic Program (if
applicable).
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C. In the Case of a New Certification Program Mandated by the State of New Jersey:
Approval Documentation from the New Jersey Department of Education
D. Content of the Academic Program
1. Schematic of Curriculum Plan
List and describe briefly all program requirements in the context of the minor/certification
or non-degree program in which it is housed. All new courses and/or course revisions must
be approved individually in accordance with established approval procedures for new
courses as outlined in Section VI of this manual. All new courses and/or course revisions
must be approved PRIOR to approval of the program (i.e., approval by appropriate School/
Departmental/Program AND college-level curriculum committees). Course titles and credits
must be specified. All prerequisites for required courses must be explicitly accounted for in
the plan. Include proposed guide sheet(s) for students.
2. Admission Requirements (For Certification Programs Only)
3. Proposed Guide Sheet for the Certification Program, Minor, or Non-Degree
Program
E. Administrative Structure
1. Primary School/Department/Program(s) or Offices Administering the Academic
Program
2. Cooperating Schools/Departments/Programs or Offices Supporting the Academic
Program
F. Impact Statement Developed with Appropriate Dean(s)- Include Dean’(s) Signature
1. Additional Faculty- full-time faculty and lecturers, adjunct faculty, etc.
2. Effect on Enrollment
3. Additional Resources (e.g., space, equipment, computer, library, virtual/online, etc.)
APPROVAL PROCESS
New Certification Programs, New Minor Programs, and New Non-Degree Programs
Note: The author of the document and/or selected representative(s) are ultimately responsible
for ensuring that the program document and its corresponding transmittal are transferred
through each successive stage of this process.
A. School/Departmental/Program Approval
Faculty prepare an academic program document and present it for approval first by the
School/Department/Program Curriculum Committee and then by the entire full-time
faculty of the School/Department/Program. As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the program) must be submitted
either on the transmittal form or as part of the curriculum document. The name and title
of the individual responsible for documenting the vote should be noted on the transmittal
form and/or curriculum document. The University Curriculum Committee will not
receive the document for consideration until all Programs/Departments reasonably
expected to potentially be affected have been notified of and received a copy of said
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document, as attested to by signature on the transmittal form. Further, all
Programs/Departments have the responsibility to monitor the activities of the UCC and
review any documents submitted to the UCC for potential impacts upon them. Any
Program/ Department which feels it is being impacted by a proposed document has the
obligation to bring its concerns to the UCC in its regular meetings, said concerns to be
submitted both in person at the meeting and in writing beforehand.
AND
If the proposed academic program is to include significant participation by other
Schools/Departments/Programs or institutions, then the academic program developers
simultaneously submit the academic program document to those Departments/Programs/
Schools or institutions for their approval, first by their respective curriculum committees,
then to the full-time faculty of affected Schools/Departments/Programs. As part of the
approval process by the affected Schools/Departments/Programs, a vote tally of full-time
faculty (i.e., number of faculty approving, not approving, and abstaining from vote for
the program) must be submitted either on the transmittal form or as part of the
curriculum document. The name and title of the individual responsible for documenting
the vote should be noted on the transmittal form and/or curriculum document. The
University Curriculum Committee will not receive the document for consideration until
all Programs/Departments reasonably expected to potentially be affected have been
notified of and received a copy of said document, as attested to by signature on the
transmittal form. Further, all Programs/Departments have the responsibility to monitor
the activities of the UCC and review any documents submitted to the UCC for potential
impacts upon them. Any Program/ Department which feels it is being impacted by a
proposed document has the obligation to bring its concerns to the UCC in its regular
meetings, said concerns to be submitted both in person at the meeting and in writing
beforehand.
B. Approval of the Dean(s)
The author of the document and/or selected representative(s) of the document submit the
academic program document to the Dean(s). In the case of graduate programs, the program
document is simultaneously submitted to the Graduate Dean for review and action.
C. General Education Committee
Following approval by the Dean, if the new certification, minor or non-degree program
necessitates any special arrangement or variation of General Education requirements, the
academic program document must be submitted to the General Education Committee for
review and action. Authors/proposers of the document must seek advisement from the chair
of the GE Committee to determine the need for review and/or approval by this committee.
The document must include a copy of the proposed student guide sheet(s). Of particular
interest to the Committee are encumbered courses listed under the heading of General
Education.
D. University Curriculum Committee Approval
The author of the document and/or selected representative(s) must present the academic
program document to the UCC for review and action.
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E. Chair of the University Senate Review, Sign Off and University Senate Notification
The academic program document is presented by the Chair of the University Curriculum
Committee to the Chair of the University Senate. The Chair of the University Senate has the
authority to review and, if needed, refer the document back to the UCC for clarification,
correction or revision. The Chair of the University Senate must notify the University Senate
of the receipt and action.
F. Provost Action
The academic program document is presented by the Chair of the University Senate to the
Office of the Provost, which will coordinate implementation with the appropriate Dean(s)
and notify the Academic Issues Committee (AIC) (See section in AIC manual regarding
Certificate Offerings: Initiation, Change in Nomenclature, or Termination and see Chart in
Appendix J-4 of AIC manual).

E. Conversion of an Academic Program Option to an Academic Major
Program

Note: All faculty/personnel considering the conversion of a program option to a full
program must consult with the Office of the Provost since such a conversion requires
communication with the Academic Issues Committee and might involve more complex
curricular revisions
All proposals for converting a program option to an academic major must be made in a
properly formatted program document which must be approved or acted upon at all levels in
succession as outlined below. The author of the document and/or selected representative(s)
are ultimately responsible for ensuring that the program document and its corresponding
transmittal are transferred through each successive stage of this process. The program
document must be submitted in both paper (1 hard copy) and electronic format until the
University moves to an all-electronic format. Document authors should keep signed copies
of all relevant documents for themselves. All steps in this process must begin and end in
the University Senate Office. A program transmittal form (See Appendix D) with all required
signatures, along with a routing sheet, must be affixed to the document as it moves through
the process. A copy of the transmittal form and routing sheet must be kept in the University
Senate Office for tracking purposes. Any course revisions proposed for the conversion of the
option to a major must be approved individually in accordance with established approval
procedures as outlined in Section VI of this manual. Course revisions must be approved
PRIOR to approval of the program document by the University Curriculum Committee (i.e.,
approval by appropriate Departmental/Program /School AND College-level curriculum
committees).
Based upon guidelines of the Academic Issues Committee (AIC), when an institution
converts an existing option to a full program, it may request a waiver from proceeding
through the full sequence of the New Degree Program Review Process. The Academic Issues
Committee will review requests for waivers on a case-by-case basis. Under such a waiver,
the institution requesting the conversion of an existing option to a full program must send a
Program Announcement (PA) to all other New Jersey institutions of higher education. In a
waiver from the full process, review of the converted option by an external consultant is
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optional.
REQUIRED DOCUMENT FORMAT
Conversion of an Existing Option to Full Program/Major
(In addition, please refer to explanatory notes for selected headings on the following
pages)
A. Title Page
1. Title and Type of Program (B.A. in English, M.A. in Instruction and Curriculum – World
Languages, etc.)
2. School/Department Offering Academic Program
3. Proposed Date of Implementation
4. Date of Document (Update if Revised)
B. Table of Contents Keyed to Page Numbers
C. Description, Objectives, and Student Learning Outcomes (SLOs) for the Academic
Program
As per the 2016-2017 New Jersey Presidents’ Council Academic Issues Committee (AIC)
Manual, the document must include the following:
1. Objectives.
Briefly summarize the program and indicate its objectives, e.g., the nature and focus of the
program, the knowledge and skills students will acquire, any cooperative arrangements with
other institutions or external agencies in offering the program.
• State whether the proposed program exceeds the programmatic mission of the
institution as listed in Appendix C of the 2016-2017 New Jersey Presidents’ Council
Academic Issues Committee (AIC) Manual.
2. Evaluation and learning outcomes assessment plan for the program.
Evidence should be provided that appropriate evaluation and learning outcomes assessment
plans are in place to measure the effectiveness of the program. Present a concrete plan for
evaluating the program in terms of curricular design, student achievement, program success,
and stakeholder satisfaction. Describe who is responsible for oversight of the assessment
andevaluation, including collection, analysis, and use of results to improve the curriculum.
In thecase of accredited programs, provide an explanation of how accreditation standards
and processes inform the assessment plan.
• Program goals or objectives (broad statements of the purpose of the program in terms of
what students will be prepared to do with the credential)
• Student learning goals (more specific statements of how the program is designed to
deliver the program goals and what students will learn)
• Student learning outcomes (specific statements of how students will demonstrate their
achievement of the student learning goals)
• Map of the curriculum identifying courses and other learning experiences designed to
deliver the intended student learning outcomes* (see explanatory note
• Student learning outcomes assessment methods or tools (direct measures of student
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learning such as exams, term papers, projects, practicums, standardized assessments,
benchmarks, portfolios, etc.; indirect measures such as reflections, surveys)
• Program evaluation methods or tools (surveys, focus groups, job placement data, etc.
that will measure student and employer satisfaction; program success data, including
enrollment and completion rates, admission to graduate programs, job placement data,
student participation in conferences, etc.)
• Mechanisms to support the sustainability of assessment and evaluation processes
(oversight and cycles for reporting, including department or college processes;
institutional reporting requirements; and accreditation if applicable)
The learning outcomes plan should be shown in the form of a table. Examples of
evaluation and learning outcomes plans are shown in Appendix K. of the 2016-2017 New
Jersey Presidents’ Council Academic Issues Committee (AIC) Manual.
3. Relationship of the program to institutional strategic plan and its effect on other
programs at the same institution.
4. Need.
Provide justification of the need for this program.
a) If the program falls within the liberal arts and sciences and does not specifically
prepare students for a career, provide evidence of student demand and indicate
opportunities for students to pursue advanced study (if the degree is not terminal with
regard to further education).
b) If the program is career-oriented or professional in nature, provide evidence of student
demand, labor market need, and results of prospective employer surveys. Report labor
market need as appropriate on local, regional, and national bases. Specify job titles and
entry-level positions for program graduates, and/or indicate opportunities for graduates to
pursue additional studies.
c) Describe the relationship of the program to institutional master plans and priorities.
d) List similar programs within the state and in neighboring states and compare this
program with those currently being offered.
e) For doctoral programs only, supply a select list of distinguished programs nationally in
this discipline.
5. Students. Estimate anticipated enrollments from the program's inception until a steady
state or optimum enrollment is reached.
6. Program Resources. Briefly describe the additional resources needed to implement and
operate the program during the program's first five years (e.g., the number of full-time
faculty, number of adjunct faculty, computer equipment/resources, office and other spaces,
print and non-print materials).
7. Degree Requirements. Provide an outline of the curriculum, including a list of the
proposed courses and credits per course. Indicate the total number of credits in the degree
program and, for undergraduate programs, the number of general education credits.
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D. Admission Requirements
E. Administrative Structure
1. Primary School/Department or Office Administering the Academic Program
2. Cooperating School/Departments or Offices Supporting the Academic Program
3. Licensure and/or Certification Requirements
Explanatory Notes for Selected Format Headings and Subheadings
*C.2. List and describe briefly all requirements, electives, and options. Course titles and
credits must be specified. All of the required courses and/or course revisions contained in the
program must be approved through the normal curriculum process (i.e., approval by
appropriate School/Departmental AND College-level curriculum committees) prior to
approval of the program by the University Curriculum Committee. All prerequisites for
required courses must be explicitly accounted for in the plan.
C. 2-4. Evidence should be provided that appropriate evaluation and learning outcomes
assessment plans are in place to measure the effectiveness of the program. Criteria must
include:
• Clearly articulated program-level goals/student learning outcomes (SLOs)
• The incorporation of University Learning Outcomes/Student Learning Outcomes
into the Program Goals/SLOs
• Curriculum Map showing alignment of required courses to program goals/SLOs
• Program Assessment Plan showing how the achievement of program goals/SLOs
is assessed through direct measures and indirect measures.
C.3 For the subsection “Relationship of the program to institutional strategic plan and its
effect on other programs at the same institution,” please include information regarding
articulation between and among combined or joint undergraduate and graduate programs (if
such information is applicable). Information regarding arrangements with other institutions
and/or external agencies should be described in C.1.
E. 3. If the program involves any licensure and/or certification requirements, describe them
clearly and in detail in this subsection.
APPROVAL PROCESS
Conversion of Option to Full Program/Major
Note: The author of the document and/or selected representative(s) are ultimately responsible
for ensuring that the program document and its corresponding transmittal are transferred
through each successive stage of this process.
Note: The author of the document and/or selected representative should consult with the
Office of the Provost through the stages of this process.
A. School/Departmental/Program Approval
Faculty prepare an academic program document and present it for approval first by the
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School/Department/Program Curriculum Committee and then by the entire full-time
faculty of the School/Department/Program. As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the program) must be submitted
either on the transmittal form or as part of the curriculum document. The name and title
of the individual responsible for documenting the vote should be noted on the transmittal
form and/or curriculum document. The University Curriculum Committee will not
receive the document for consideration until all Programs/Departments reasonably
expected to potentially be affected have been notified of and received a copy of said
document, as attested to by signature on the transmittal form. Further, all
Programs/Departments have the responsibility to monitor the activities of the UCC and
review any documents submitted to the UCC for potential impacts upon them. Any
Program/ Department which feels it is being impacted by a proposed document has the
obligation to bring its concerns to the UCC in its regular meetings, said concerns to be
submitted both in person at the meeting and in writing beforehand.
AND
If the proposed academic program is to include significant participation by other
Schools/Departments/Programs or institutions, then the responsible faculty/personnel
simultaneously submit the academic program document to those Departments/Programs/
Schools or institutions for their approval, first by their respective curriculum committees,
then to the full-time faculty of affected Schools/Departments/Programs. As part of the
approval process by the affected Schools/Departments/Programs, a vote tally of full-time
faculty (i.e., number of faculty approving, not approving, and abstaining from vote for
the program) must be submitted either on the transmittal form or as part of the
curriculum document. The name and title of the individual responsible for documenting
the vote should be noted on the transmittal form and/or curriculum document. The
University Curriculum Committee will not receive the document for consideration until
all Programs/Departments reasonably expected to potentially be affected have been
notified of and received a copy of said document, as attested to by signature on the
transmittal form. Further, all Programs/Departments have the responsibility to monitor
the activities of the UCC and review any documents submitted to the UCC for potential
impacts upon them. Any Program/ Department which feels it is being impacted by a
proposed document has the obligation to bring its concerns to the UCC in its regular
meetings, said concerns to be submitted both in person at the meeting and in writing
beforehand.
B. Approval of the Dean(s)
The author of the document and/or selected representative(s) of the document submit the
academic program document to the Dean(s). In the case of graduate programs, the program
document is simultaneously submitted to the Graduate Dean for review and action.
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C. General Education Committee
Following approval by the Dean, the converted option to major program document must be
submitted to the General Education Committee for review and action. The document must
include a copy of the proposed student guide sheet(s). Of particular interest to the
Committee are encumbered courses listed under the heading of General Education. If the
converted option to major program does not involve GE-related changes, then chair of GE
committee is notified of the converted option to major program without GE committee
review.
D. University Curriculum Committee Approval
The author of the document and/or selected representative(s) must present the academic
program document to the UCC for review and action.
E. Chair of the University Senate Review, Sign Off and University Senate Notification
The academic program document is presented by the Chair of the University Curriculum
Committee to the Chair of the University Senate. The Chair of the Senate has the authority to
review and, if needed, refer the document back to the UCC for clarification, correction or
revision. The Chair of the Senate must notify the Senate of the receipt and action.
F. Provost Action
The academic program document is presented by the Chair of the University Senate to the
Office of the Provost. This Office will coordinate implementation of the program with the
appropriate Dean(s) and carry out the waiver process and Program Announcement (PA) to
other institutions of higher education in New Jersey via the Academic Issues Committee.
(See pages related to Converting an Option or Concentration to Full Program Status in most
current version of AIC manual (see Chart in AIC Appendix J-4)

F. Conversion of a Degree Designation for an Existing Academic Program
1. Any modification in an existing degree program must first be voted on and
approved by the existing full-time faculty in the existing program/departmental
curriculum committee, and then the existing program/departmental faculty as a
whole.
2. A program modification, by design, means any new/modified courses developed
or taught in the existing but modified program, may be taught by the existing
faculty.
3. Any program modification which requires retrenchment of faculty is a major
change and can not be deemed a program modification. Any such change requires
Senate approval at the same level as a new program or program dissolution.
Note 1: This type of curricula document/change applies if no more than 25% of the
courses required in the new degree designation will differ from those in the program
with the old degree designation. General education and free elective courses are
excluded from consideration.
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Note 2: Faculty/personnel carrying out this type of curricular change should consult
with the Office of the Provost.
Note 3: This type of program document and curricular change applies if the title of the
academic program is NOT changing.
All proposals for converting the degree designation of an existing academic program (e.g.,
BA to BS) must be made in a properly formatted program document which must be approved
or acted upon at all levels in succession as outlined below. The author of the document
and/or selected representative(s) are ultimately responsible for ensuring that the program
document and its corresponding transmittal are transferred through each successive stage of
this process. The program document must be submitted in both paper (1 hard copy) and
electronic format until the University moves to an all-electronic format. Document authors
should keep signed copies of all relevant documents for themselves. All steps in this
process must begin and end in the University Senate Office. A program transmittal form (See
Appendix D) with all required signatures, along with a routing sheet, must be affixed to the
document as it moves through the process. A copy of the transmittal form and routing sheet
must be kept in the University Senate Office for tracking purposes. Any course revisions
proposed for the conversion of the option to a major, including those related to online,
hybrid, or other courses for distance learning, must be approved individually in accordance
with established approval procedures as outlined in Section VI of this manual. Course
revisions must be approved PRIOR to approval of the program document by the University
Curriculum Committee (i.e., approval by appropriate School/Departmental/Program and
College-level curriculum committees and Distance Learning Committee, if necessary).
Based upon guidelines of the Academic Issues Committee (AIC), an institution seeking a
change in degree designation (e.g., B.A. to B.S.) must submit the following material to the
Academic Issues Committee: a letter indicating why the modification of degree designation
is desired and why it does not fundamentally change the purpose of the program; a record of
any significant changes in the old degree designation during the previous five years; and the
proposed changes in the courses required for the degree.
REQUIRED DOCUMENT FORMAT
Conversion of a Degree Designation of an Existing Academic Program
A. Title Page
1. Title and Type of Academic Program; List Change in Degree Designation (e.g., from BA
to BS)
2. School/Department/Program Offering Academic Program
3. Proposed Date of Implementation
4. Date of Document (Update if Revised)
B. Description of Rationale for Conversion in Degree Designation and Other Changes
Related to Conversion of Degree Designation
• Explanation/Rationale for Conversion in Degree Designation
• Description of Significant Changes in Old/Current Degree Designation During Previous
Five Years
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C. Description of Course/Content Changes Required for Degree Conversion
Description of specific changes in content/courses that will be carried out as part of the
degree conversion (if applicable). Based upon AIC regulations, for this type of curricular
change/document, no more than 25% of the courses required in the new degree designation
can differ from those in the program with the old degree designation. General education and
free elective courses are excluded from consideration. If more than 25% of courses in new
degree designation are different, then this would be considered a new program (See Part B
above for “Development of New Academic Program”)
D. Description of Student Learning Outcomes (SLOs) for the Converted Academic
Program
•
•

Description of any changes to SLOs for the converted academic program. If there will be
no changes to the SLOs, this should be explicitly stated.
Description of any changes to the Assessment Plan for program-level SLOs or for the
entire academic program as a result of the degree designation conversion. If there will be
no changes to the Assessment Plan, this should be explicitly stated.

E. Administrative Structure
• Primary School/Department/Program(s) or Offices Administering the Converted
Academic Program
• Cooperating Departments/Programs/School(s) or Offices Supporting the Converted
Academic Program
F. Impact Statement Developed with Appropriate Dean(s)- Include Dean’(s) Signature.
1. Additional Faculty- including full-time faculty/lecturers, adjunct faculty, etc.
2. Effect on Enrollment
3. Additional Resources (e.g., space, equipment, computer, library, virtual/online, etc.)
APPROVAL PROCESS
Conversion of Degree Designation of an Academic Program
Note 1: The author of the document and/or selected representative(s) are ultimately
responsible for ensuring that the program document and its corresponding transmittal are
transferred through each successive stage of this process.
Note 2: The author of the document and/or selected representative should consult with the
Office of the Provost through the stages of this process.
A. School/Departmental/Program Approval
Faculty prepare an academic program document and present it for approval first by the
School/Department/Program Curriculum Committee and then by the entire full-time
faculty of the School/Department/Program. As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the program) must be submitted
either on the transmittal form or as part of the curriculum document. The name and title
of the individual responsible for documenting the vote should be noted on the transmittal
form and/or curriculum document. The University Curriculum Committee will not
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receive the document for consideration until all Programs/Departments reasonably
expected to potentially be affected have been notified of and received a copy of said
document, as attested to by signature on the transmittal form. Further, all
Programs/Departments have the responsibility to monitor the activities of the UCC and
review any documents submitted to the UCC for potential impacts upon them. Any
Program/ Department which feels it is being impacted by a proposed document has the
obligation to bring its concerns to the UCC in its regular meetings, said concerns to be
submitted both in person at the meeting and in writing beforehand.
AND
If the proposed academic program is to include significant participation by other
Schools/Departments/Programs or institutions, then the responsible faculty/personnel
simultaneously submit the academic program document to those Departments/Programs/
Schools or institutions for their approval, first by their respective curriculum committees,
then to the full-time faculty of affected Schools/Departments/Programs. As part of the
approval process by the affected Schools/Departments/Programs, a vote tally of full-time
faculty (i.e., number of faculty approving, not approving, and abstaining from vote for
the program) must be submitted either on the transmittal form or as part of the
curriculum document. The name and title of the individual responsible for documenting
the vote should be noted on the transmittal form and/or curriculum document. The
University Curriculum Committee will not receive the document for consideration until
all Programs/Departments reasonably expected to potentially be affected have been
notified of and received a copy of said document, as attested to by signature on the
transmittal form. Further, all Programs/Departments have the responsibility to monitor
the activities of the UCC and review any documents submitted to the UCC for potential
impacts upon them. Any Program/ Department which feels it is being impacted by a
proposed document has the obligation to bring its concerns to the UCC in its regular
meetings, said concerns to be submitted both in person at the meeting and in writing
beforehand.
B. Approval of the Dean(s)
The author of the document and/or selected representative(s) of the document submits the
academic program document to the Dean(s). In the case of graduate programs, the program
document is simultaneously submitted to the Graduate Dean for review and action.
C. General Education Committee
Following approval by the Dean, if the program with converted degree designation
necessitates any special arrangement or variation of General Education requirements, the
academic program document must be submitted to the General Education Committee for
review and action. Authors/proposers of the document must seek advisement from the chair
of the GE Committee to determine the need for review and/or approval by this committee.
The document must include a copy of the proposed student guide sheet(s). Of particular
interest to the Committee are encumbered courses listed under the heading of General
Education. If the converted program does not involve GE-related changes, then the chair of
the GE committee is notified of the change without GE committee review.
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D. University Curriculum Committee Approval
The author of the document and/or selected representative(s) must present the academic
program document to the UCC for review and action.
E. Chair of the University Senate Review, Sign Off and University Senate Notification
The academic program document is presented by the Chair of the University Curriculum
Committee to the Chair of the University Senate. The Chair of Senate has the authority to
review and, if needed, refer the document back to the UCC for clarification, correction or
revision. The Chair of the Senate must notify the Senate of the receipt and action.
F. Provost Action
The academic program document is presented by the Chair of the University Senate to the
Office of the Provost, which will coordinate implementation with the appropriate Dean(s)
and send the required letter and other materials regarded the converted program to the
Academic Issues Committee. See pages related to Converting the Degree Designation of an
Existing Academic Program in most current version of AIC manual (see Chart in AIC
Appendix J-4)

G. Revision of an Existing Undergraduate Major Program, Graduate Degree
Program, Option, Content Area, Concentration, Minor, Non-Degree
Program, or Degree Program/ Option Mandated by the New Jersey
Department of Education
Proposals for revision of an existing degree, major program, option, minor, concentration,
non-degree program, or degree program or option mandated by the New Jersey Department
of Education to meet requirements for Education Certification must be made in a properly
formatted program document. Initiators of program revisions should first decide which
category is applicable: Program Revisions that Do Not Affect Program ContentOR Program
Revisions that Affect Program Content (see descriptions below). The author of the document
and/or selected representative(s) are ultimately responsible for ensuring that the program
document and its corresponding transmittal are transferred through each successive stage of
this process. This document must be approved or acted upon at all levels in succession as
outlined below. The document must be submitted in both paper (1 hard copy) and electronic
format until the University moves to an all-electronic format.
Document authors should keep signed copies of all relevant documents for themselves.
All steps in this process must begin and end in the University Senate Office. A program
transmittal form (see Appendix D) with all required signatures must be affixed to the
document as it moves through the approval process. If the revision involves the addition of
new courses, these courses, including courses involved with distance learning, must be
approved individually in accordance with established approval procedures for new courses as
outlined in Section VI of this manual. All new courses or course revisions proposed for the
revision, including those involving distance learning, must be approved PRIOR to approval
of the program revision by the University Curriculum Committee. (i.e., approval by
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appropriate School/Departmental AND college-level curriculum committees) Course titles
and credits must be specified. All prerequisites for required courses must be explicitly
accounted for in the guide sheets.
Academic Program Revisions that DO NOT Affect Academic Program Content:
Academic program revisions that DO NOT affect the content of the program include course
name changes, course designation changes (e.g., changes from “required” to “elective”,
changes in school or department offering course, etc.), changes in admission criteria, adding
or deleting comprehensive exams, etc. Program revisions that do not affect content should be
proposed in the following abbreviated program document format:
REQUIRED DOCUMENT FORMAT
Academic Program Revisions that DO NOT Affect Program Content
A. Title Page
1. Title of Academic Program, Option, Minor, etc. title
2. Proposed implementation date of revisions for program, option, minor, etc.
3. Date of Document (Update if Revised)
B. Purpose and rationale for the revisions for the program, option, minor, etc.
C. Effect of revisions on current and future enrollment- Describe anticipated effect(s)
D. Comparison of new curriculum with current curriculum
Provide a copy of the updated guide sheet for students. Be sure to include changes in course
names and/or course designations. If the program revision only involves changes in
admission criteria, adding or deleting comprehensive exams, or other non-course related
matters, this step can be skipped.
E. Effects/Changes related to SLO’s for the program and its assessment plan (if
applicable)
Describe how program/option revisions affect SLOs (if applicable) and how they affect the
assessment plan and program review process of the program (if applicable).
APPROVAL PROCESS
Academic Program Revisions that DO NOT Affect Program Content
Note: The author of the document and/or selected representative(s) are ultimately responsible
for ensuring that the program document and its corresponding transmittal are transferred
through each successive stage of this process.
A. School/Departmental/Program Approval
Faculty prepare a program revision document and present it for approval first by the
School/Department/Program Curriculum Committee and then for approval by the entire fulltime faculty of the School/Department/Program. As part of the approval process by the
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School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the program) must be submitted
either on the transmittal form or as part of the curriculum document. The name and title of
the individual responsible for documenting the vote should be noted on the transmittal form
and/or curriculum document. University Curriculum Committee will not receive the
document for consideration until all Programs/Departments reasonably expected to
potentially be affected have been notified of and received a copy of said document, as
attested to by signature on the transmittal form. Further, all Programs/Departments have the
responsibility to monitor the activities of the UCC and review any documents submitted to
the UCC for potential impacts upon them. Any Program/ Department which feels it is being
impacted by a proposed document has the obligation to bring its concerns to the UCC in its
regular meetings, said concerns to be submitted both in person at the meeting and in writing
beforehand.
B. Approval of the Dean(s)
The author of the document and/or selected representative(s) submits the program document
to the Dean. In the case of graduate programs, the program document is simultaneously
submitted to the Graduate Dean for review and action.
C. University Curriculum Committee Approval
The author and/or selected representative(s) present the document to the University
Curriculum Committee for review and action.
D. Chair of the University Senate Review, Sign Off and University Senate Notification
The program document is presented by the Chair of the University Curriculum Committee to
the Chair of the University Senate. The Chair of the University Senate has the authority to
review and, if needed, refer the document back to the UCC for clarification, correction or
revision. The Chair of the University Senate must notify the University Senate of the receipt
and action.
E. Provost Action
The program document is presented by the Chair of the University Senate to the Office of the
Provost which will coordinate implementation, if necessary.
REQUIRED DOCUMENT FORMAT
Academic Program Revisions that Affect Program Content
Academic program, option, minor, etc. revisions that affect the content of the academic
program, option, minor, etc. should be proposed in the following full program document
format:
A. Title Page
1. Title and Type of Academic Program, Option, Minor, etc. (e.g., B.A. in English)
2. School/Department/Program Offering Academic Program, Option, Minor, etc.
3. Proposed Date of Implementation for Revisions for Program, Option, Minor, etc.
4. Date of Document (Update if Revised)
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B. Description of Proposed Revisions and Objectives/Rationale for Proposed Revisions
C. In the Case of Certification Program Revisions Mandated by the State of New
Jersey: Approval Documentation from the New Jersey Department of Education
D. Content of the Academic Program, Option, Minor, etc.
1. Schematic of Curriculum Plan
• The Schematic should include side-by-side comparisons of the old and the revised
program curricula. All new courses and course revisions must be approved prior to
UCC review and all prerequisites must be explicitly accounted for in the plan.
• A context/rationale should be given for EACH proposed revision.
• Should a course encumbered in another department/program be added or removed,
approval/notification of that School/Department/Program’s chair or executive director
must be documented via a signature on the transmittal form.
2. Existing and Proposed Guide sheet
Submit a side-by side comparison of the existing guide sheet and the proposed guide
sheet.
E. Effects/Changes Related to SLO’s for the program and its assessment plan
Describe how program/option revisions affect SLOs (if applicable) and how they affect the
assessment plan and program review process of the program
F. Impact Statement in Collaboration with the Dean(s). Must Include Signature(s) of
Dean(s)
1. Additional Faculty- Full-time faculty, including lecturers (if needed), adjunct faculty (if
needed)
2. Effect of Revision(s) on Enrollment
3. Effect of Revision(s) in terms of additional resources, including space, computer
equipment, software, offices, laboratories, etc.
APPROVAL PROCESS
Academic Program Revisions that Affect Program Content
Note 1: The author of the document and/or selected representative(s) are ultimately
responsible for ensuring that the program document and its corresponding transmittal are
transferred through each successive stage of this process.
A. School/Departmental/Program Approval
Faculty prepare an academic program revision document and present it for approval first by
the School/Department/Program Curriculum Committee and then by the entire faculty of the
School/Department/Program. As part of the approval process by the School/Department/
Program, a vote tally of full-time faculty (i.e., number of faculty approving, not approving,
and abstaining from vote for the program) must be submitted either on the transmittal form or
as part of the curriculum document. The name and title of the individual responsible for
documenting the vote should be noted on the transmittal form and/or curriculum document.
The University Curriculum Committee will not receive the document for consideration until
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all Programs/Departments reasonably expected to potentially be affected have been notified
of and received a copy of said document, as attested to by signature on the transmittal form.
Further, all Programs/Departments have the responsibility to monitor the activities of the
UCC and review any documents submitted to the UCC for potential impacts upon them. Any
Program/ Department which feels it is being impacted by a proposed document has the
obligation to bring its concerns to the UCC in its regular meetings, said concerns to be
submitted both in person at the meeting and in writing beforehand.
AND
If the proposed revision(s) is to include significant participation by other Schools/
Departments/Programs or institutions, then the academic program m developers
simultaneously submit the academic program revision document to those Schools/
Departments/Programs or institutions for their approval, first by their respective curriculum
committees, then by the affected Schools/Departments/Programs as a whole. As part of the
approval process by the other School/Department/Program(s), a vote tally of full-time faculty
(i.e., number of faculty approving, not approving, and abstaining from vote for the program)
must be submitted either on the transmittal form or as part of the curriculum document. The
name and title of the individual responsible for documenting the vote should be noted on the
transmittal form and/or curriculum document. The University Curriculum Committee will
not receive the document for consideration until all Programs/Departments reasonably
expected to potentially be affected have been notified of and received a copy of said
document, as attested to by signature on the transmittal form. Further, all
Programs/Departments have the responsibility to monitor the activities of the UCC and
review any documents submitted to the UCC for potential impacts upon them. Any Program/
Department which feels it is being impacted by a proposed document has the obligation to
bring its concerns to the UCC in its regular meetings, said concerns to be submitted both in
person at the meeting and in writing beforehand.
Approval of the Dean(s)
The author and/or selected representative submits the academic program, option, minor, etc.
revision document to the Dean of the appropriate College/School. In the case of graduate
programs, the document is simultaneously submitted to the Graduate Dean for review and
action.
B. General Education Committee Approval
Following approval by the Dean(s), if an undergraduate degree program, option, minor, etc.
revision necessitates any special arrangement(s) or variation(s) of the General Education
requirement, the academic program document must be submitted to the General Education
committee for review and action. Authors/proposers of the document must seek advisement
from the chair of the GE Committee to determine the need for review and/or approval by this
committee. The document must include a copy of the old and new student guide sheet(s). Of
particular interest to the Committee are encumbered courses listed under the heading of
General Education.
C. University Curriculum Committee Approval
The author and/or selected representative(s) present the document to the University
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Curriculum Committee for review and action.
D. Chair of University Senate Review, Sign Off and Notification of University Senate
The Chair of the University Curriculum Committee submits the revision document to the
Chair of the University Senate. The Chair of the University Senate has the authority to
review and, if needed, refer the document back to the University Curriculum Committee for
clarification, correction or revision. The Chair of the University Senate must notify the
University Senate of the receipt and action.
E. Provost Action
The Chair of the University Senate submits the program revision document to the Office of
the Provost, which coordinates its implementation with the appropriate Deans and
Schools/Departments/Programs. The Office of the Provost also informs the President, and, if
appropriate, the Board of Trustees.

H. Discontinuation of an Existing Undergraduate Major Degree Program,
Graduate Degree Program, Option, Minor, Non-Degree Program, Certificate
Program or Degree Program/Option Mandated by the New Jersey
Department of Education
All proposals for the discontinuation of degrees, major programs, certificate programs,
options, non-degree programs, joint programs, and education programs mandated by the
State of New Jersey and discontinuation of admission to such programs must be made in
properly formatted program documents, which must be approved at all levels in succession as
outlined below. The author of the document and/or selected representative(s) are ultimately
responsible for ensuring that the discontinuation document(s) and its corresponding
transmittal are transferred through each successive stage of this process. This document(s)
must be approved or acted upon at all levels in succession as outlined below. The
document(s) must be submitted in both paper (1 hard copy) and electronic format until the
University moves to an all-electronic format. Document authors should keep signed copies
of all relevant documents for themselves. All steps in this process must begin and end in
the University Senate Office. A transmittal form (See Appendix D) with all required
signatures must be affixed to the document(s) as it moves through the process. A copy of the
transmittal form and routing sheet must be kept in the University Senate Office for tracking
purposes.
Checklist for Discontinuation
1. School/Department decides what type of action needs to be taken- discontinuation,
suspension, or hiatus. Specific definitions are provided in the glossary of this manual
2. If the School/Department is discontinuing a full program/major or an option, they must
halt admission (stop admitting students either permanently or temporarily) to the program
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or option either before discontinuing the program or option or at the same time. To stop
admission to a program, major program or option, a Program Admission Cancellation,
Suspension, and/or Hiatus Form must be filed. This form is available from the University
Senate Office, and can be downloaded through their website at
https://drive.google.com/file/d/0B5jSFEFdql_vbXZELW5QcjUySGs/view.
3. The approval process for discontinuation/stopping admission is listed below this
checklist. (See * below).
4. After discontinuation/stopping of admission is carried out for a full program/major or
option, the actual program/major or option is discontinued. This can also be done at the
same time as the discontinuing/stopping of admission. The document format for this
discontinuation is provided below (See ** below). Information from the discontinuation
of admission document can be cut and pasted into the discontinuation document to
facilitate preparation of the latter document.
5. The approval process for discontinuing a program/major, option, etc. is listed below
this checklist (See *** below).
6. If the School/Department is discontinuing anything besides a full program/major or
option (meaning they are discontinuing a minor, existing collateral, certificate program,
etc.), discontinuation of admission does NOT have to be carried out. Instead, the School/
Department only needs to complete a discontinuation document for the minor, collateral,
etc. (See ** below)
DOCUMENT FORMAT
Discontinuation of Admission for Degree, Major Program, or Degree/Program Option
Please go to https://drive.google.com/file/d/0B5jSFEFdql_vbXZELW5QcjUySGs/view for
the required document for discontinuation of admission for Degree, Major Program, or
Degree/Program Option.
*APPROVAL PROCESS
Discontinuation of Admission for Degree, Major Program, or Degree/Program Option
Note 1: The author of the document and/or selected representative(s) are ultimately
responsible for ensuring that the program document and its corresponding transmittal are
transferred through each successive stage of this process.
Note 2: The author of the document and/or selected representative should consult with the
Office of the Provost through the stages of this process.
A. School/Departmental/Program Approval
Faculty prepare a discontinuation for admission document and present it for approval first by
the School/Department/Program Curriculum Committee and then by the entire
School/Department/Program (by majority vote). As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the program) must be submitted either
on the transmittal form or as part of the curriculum document. The name and title of the
individual responsible for documenting the vote should be noted on the transmittal form
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and/or curriculum document. The University Curriculum Committee will not receive the
document for consideration until all Programs/Departments reasonably expected to
potentially be affected have been notified of and received a copy of said document, as
attested to by signature on the transmittal form. Further, all Programs/Departments have the
responsibility to monitor the activities of the UCC and review any documents submitted to
the UCC for potential impacts upon them. Any Program/ Department which feels it is being
impacted by a proposed document has the obligation to bring its concerns to the UCC in its
regular meetings, said concerns to be submitted both in person at the meeting and in writing
beforehand.
AND
If the proposed discontinuation for admission is to have any impact on other Schools/
Departments/Programs or institutions, then the initiator(s) of the discontinuation for
admission simultaneously submit the document to those Schools/Departments/Programs or
institutions for their approval, first by their respective curriculum committees, then by the
affected Schools/Departments/Programs as a whole. The University Curriculum Committee
will not receive the document for consideration until all Programs/Departments reasonably
expected to potentially be affected have been notified of and received a copy of said
document, as attested to by signature on the transmittal form. Further, all
Programs/Departments have the responsibility to monitor the activities of the UCC and
review any documents submitted to the UCC for potential impacts upon them. Any
Program/ Department which feels it is being impacted by a proposed document has the
obligation to bring its concerns to the UCC in its regular meetings, said concerns to be
submitted both in person at the meeting and in writing beforehand.
B. Approval of the Dean(s)
The author and or selected representative(s) submits the program document to the Dean(s) for
approval. Dean(s) may also initiate the discontinuation of admission for a program, option,
etc. in consultation with Schools/Departments/Programs. In the case of graduate programs,
the program document is simultaneously submitted to the Graduate Dean for review and
action.
C. University Curriculum Committee Approval
The Department/School Chair or Executive Director and the program coordinator (if
applicable) present the discontinuation of admission document to the University Curriculum
Committee for review and action. If applicable, the University Curriculum Committee sends
written notification of discontinuation of admission to the General Education Committee.
The School/Department Executive Director or Chair or other faculty/personnel initiating ore
representing the discontinuation of admission for the program must appear before the UCC at
the time of consideration of the document to discuss discontinuation of admission and any
questions from the UCC.
D. University Senate Approval
The Chair of the University Curriculum Committee submits the discontinuation of admission
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document to the University Senate for approval. The Chair of the University Senate has the
authority to review and if needed, refer the document back to the University Curriculum
Committee for clarification, correction or revision.
E. Provost Action
The approved discontinuation of admission document is forwarded by the Chair of the
University Senate to the Office of the Provost. The Office of the Provost will coordinate
implementation of the discontinuation of admission with the appropriate College/School
Dean(s), the Office of Admissions, and other offices, as needed.
If the discontinuation involves cancellation of admission (i.e., admission is NOT being
temporarily halted), the Office of the Provost will also circulate a notice of intent to terminate
the program as per the Manual of the Academic Issues Committee (AIC) of the NJ.
Presidents’ Council. This manual states the following: “In order to inform the higher
education community, increase our understanding of trends in academic offerings, and
enhance advisement to prospective students, institutions send a notice of intent to terminate a
program to the presidents of New Jersey higher education institutions, the Academic Issues
Committee, and the Secretary of Higher Education at the time the college ends the admission
of new students to the program. The college is not required to take formal action to terminate
the program when it circulates the notice of intent.”
**REQUIRED DOCUMENT FORMAT
Discontinuation of Degree, Major Program, Option, Minor, Non-degree Program,
Joint Program, Certificate or Degree Program/Option Mandated by the NJ Dept. of
Education
As noted above, for discontinuation of degree/major programs and options, the
discontinuation of admission document should be completed first or at the same time
(see https://drive.google.com/file/d/0B5jSFEFdql_vbXZELW5QcjUySGs/view),
Faculty/personnel complete a document to discontinue the actual program, option, minor,
etc., using the format below:
A. Name of Degree, Program, Option, Minor etc.
B. Original Date of Implementation of the Degree, Program, Option, Minor, Etc.
C. Type of Action (Discontinuation, Suspension or Hiatus)
D. Proposed Date for Discontinuation, Suspension or Hiatus
E. Date of Discontinuation for ADMISSION (should have already been decided upon)
F. Purpose and Rationale for Program Elimination, Suspension or Hiatus (Please
Discuss in Detail)
• Describe reason(s) for elimination (discontinuation), suspension, or hiatus
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•
•

Describe role of program review process in decision for discontinuation,
suspension, or hiatus
Describe role of any program accreditation in decision for discontinuation,
suspension or hiatus

G. Effect on Current and Future Students
• Describe number of students enrolled at different levels of the program, minor, etc.
• Describe plan for having currently enrolled students finish the program, minor, etc.
• Describe potential impact for related programs, options at university, etc.
H. Effect on University Resources, Facilities and Personnel (jointly developed with
other Schools/Departments that may be affected and with the appropriate Dean(s)
•
•
•

Describe effects on faculty/personnel including: tenured and tenure-track faculty,
lecturers, adjunct and/or other part-time faculty, professional staff, and graduate assistants
Describe effects on space, resources, etc.
Describe effects on course enrollments and courses that are part of this program, option,
minor, etc. Also, consider effect(s) on other Schools, Departments, and Programs that
require or offer courses that are part of the program, option, minor to be discontinued
***APPROVAL PROCESS
Discontinuation of Degree, Major Program, Option, Minor, Non-degree Program,
Joint Program, Certificate, or Degree Program/Option Mandated by the
New Jersey Department of Education

Note 1: The author of the document and/or selected representative(s) are ultimately
responsible for ensuring that the program document and its corresponding transmittal are
transferred through each successive stage of this process.
Note 2: The author of the document and/or selected representative should consult with the
Office of the Provost through the stages of this process.
A. School/Department/Program Approval
Faculty prepare a program discontinuation document and present it for approval first by the
School/Department/Program Curriculum Committee and then by the entire School/
Department/Program (by majority vote). As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the program) must be submitted either
on the transmittal form or as part of the curriculum document. The name and title of the
individual responsible for documenting the vote should be noted on the transmittal form
and/or curriculum document. The University Curriculum Committee will not receive the
document for consideration until all Programs/Departments reasonably expected to
potentially be affected have been notified of and received a copy of said document, as attested
to by signature on the transmittal form. Further, all Programs/Departments have the
responsibility to monitor the activities of the UCC and review any documents submitted to
the UCC for potential impacts upon them. Any Program/ Department which feels it is being
impacted by a proposed document has the obligation to bring its concerns to the UCC in its
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regular meetings, said concerns to be submitted both in person at the meeting and in writing
beforehand.
AND
If the proposed program discontinuation is to have any impact on other Schools/Departments/
Programs or institutions, then the initiator(s) of the discontinuation simultaneously submit the
document to those Schools/Departments/Programs or institutions for their approval, first by
their respective curriculum committees, then by the affected Schools/Departments/Programs
as a whole. The University Curriculum Committee will not receive the document for
consideration until all Programs/Departments reasonably expected to potentially be affected
have been notified of and received a copy of said document, as attested to by signature on the
transmittal form. Further, all Programs/Departments have the responsibility to monitor the
activities of the UCC and review any documents submitted to the UCC for potential impacts
upon them. Any Program/ Department which feels it is being impacted by a proposed
document has the obligation to bring its concerns to the UCC in its regular meetings, said
concerns to be submitted both in person at the meeting and in writing beforehand.
B. Approval of the Dean(s)
The author and or selected representative(s) submits the program document to the Dean(s) for
approval. The Dean(s) may also initiate the discontinuation of a program, option, minor, etc.
in consultation with Schools/Departments/Programs. In the case of graduate programs, the
program document is simultaneously submitted to the Graduate Dean for review and action.
C. General Education Committee
Following approval by the Dean(s), the GE committee is notified of discontinuations for
undergraduate degree programs, options, minors, etc.
D. University Curriculum Committee Approval
The School/Department Chair or Executive Director and the program coordinator (if
applicable) present the program document to the University Curriculum Committee for
review and action. If applicable, the UCC sends written notification of discontinuation to the
General Education Committee.
The Department/School Chair or Executive Director or other faculty/personnel representing
the discontinuation of the program, option, minor, etc. must appear before the UCC at the
time of consideration of the discontinuation to discuss the curricular change and any
questions from the UCC. If discontinuation of admission and discontinuation of the actual
program/major or option are occurring together, only one meeting with the UCC may be
required.
E. University Senate Approval
The Chair of the University Curriculum Committee submits the discontinuation document to
the University Senate for approval. The Chair of the University Senate has the authority to
review and if needed, refer the document back to the UCC for clarification, correction or
revision.
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F. Provost Action
The approved discontinuation document is presented by the Chair of the University Senate to
the Office of the Provost.
The Office of the Provost will coordinate implementation of the discontinuation of the
undergraduate major, graduate degree, option, minor etc. with the appropriate College/School
Dean(s) and other appropriate offices (e.g., Office of the Registrar, Office of Admissions).
For discontinuation of Undergraduate Major Programs and Graduate Degree
Programs the following additional procedural steps are required:
G. Presidential Approval
The Office of the Provost will submit the Undergraduate Major or Graduate Degree Program
discontinuation document to the President for review and action.
H. Board of Trustees Approval
The President will submit the Undergraduate Major or Graduate Degree program
discontinuation document to the Board of Trustees for review and action.
I. Notification of the New Jersey Presidents’ Council
The President will submit the Undergraduate Major or Graduate Degree discontinuation
document to the New Jersey Presidents’ Council.

IV. SPECIAL PROCEDURES RELATED TO THE GENERAL
EDUCATION PROGRAM
A. Major Restructuring of the General Education (GE) Program
A major restructuring of the General Education Program implies a rethinking of the
philosophy which defines the University’s GE requirements and a substantial reorganization
of the requirements themselves, their individual as well as collective components, and the
ways in which the program is to be administered. Because a major restructuring involves
extended consultation and collaboration among a large number of university offices and
departments, it should be distinguished from the much less extensive and less complex
process described in subheading IV. B, ―Revisions Within the Existing General Education
program.
A major restructuring shall consist of two phases – the preliminary review and the final
approval process. Prior to the preliminary review, a specially appointed committee,
consisting of representatives from both faculty and administration – including
representatives from the University Planning Council (UPC), the General Education (GE)
Committee and the University Curriculum Committee (UCC)– shall develop a restructuring
document which analyzes the need for change and describes in detail the proposed program
as well as its academic, fiscal, and administrative implications. This committee shall then
submit the document for preliminary review as follows:
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Preliminary Review Process for Major Restructuring of the G.E. Program
1. University Planning Council (UPC) Review:
The author of the document and/or selected representative(s) shall present the major
restructuring document to the University Planning Council for review and for
recommendations.
2. General Education (GE) Committee Review:
The author of the document and/or selected representative(s) shall present the major
restructuring document along with the UPC’s recommendations to the GE Committee for
review and recommendations.
3. Office of Accreditation and Assessment Review:
The author of the document and/or selected representative(s) shall present the major
restructurng document along with the UPC’s and GE Committee’s recommendations for
review and recommendations.
4. University Curriculum Committee Review:
The author of the document and/or selected representative(s) shall present the major
restructuring document containing the UPC’s and GE Committee’s recommendations and the
Office of Accreditation and Assessment’s recommendations to the University Curriculum
Committee for review and for recommendations.
5. University Senate Review and Open Hearings:
The author of the document and/or selected representative(s) shall present the major
restructuring document containing the UPC’s, GE Committee’s, Office of Accreditation and
Assessment’s recommendations and the UCC’s recommendations to the University Senate,
which shall then conduct open hearings in an effort to consult widely across disciplines, build
support, and/or address specific concerns. Based upon the recommendations stemming from
the open hearings, the author of the document and/or selected representative(s) shall revise
the restructuring document prior to initiating the final approval process. If, at this stage,
revision of the restructuring document is perceived to be in conflict with concerns raised by
any of the committees involved in the preliminary review process, the author/proposer(s)
shall consult with the committee(s) in question and resolve these concerns before embarking
on the final approval process.
The Approval Process: Major Restructuring of the GE Program
1. University Senate Approval
The University Senate takes action on the document after open hearings have been
completed.
2. Provost Approval
The Chair of the University Senate presents the approved document to the Office of the
Provost for formal receipt, review and action.
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3. Presidential Approval
The Office of the Provost presents the approved document to the President for formal receipt,
review and action.
4. Board of Trustees Approval
The President presents the approved document to the Board of Trustees for formal receipt,
review and action.
5. Provost Action
The approved new structure is placed in the University catalogue. The Office of the
Registrar, all academic advisement personnel, the academic Deans, all School/Department
Chairs and Executive Directors, and all Program Directors/Coordinators are notified formally
of its implementation.
6. Approval of Guide Sheets
Prior to implementation of a new General Education Program, special attention should be
given to the development of new student guide sheets for each undergraduate program. The
process for development and approval of program guide sheets shall be as follows:
a. School/Departmental/Program Approval
The guide sheet(s) which have been developed by faculty are presented for approval first
to the School/Department/Program Curriculum Committee and then to the entire
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School/Department/Program. As part of the approval process by the School/
Department/Program, a vote tally of full-time faculty (i.e., number of faculty approving,
not approving, and abstaining from vote for the program) must be submitted either on the
transmittal form or as part of the curriculum document. The name and title of the
individual responsible for documenting the vote should be noted on the transmittal form
and/or curriculum document.
b. Dean(s) approval
The Dean(s) will collect, review and approve all major guide sheets in their respective
Colleges(s) and will categorize each approved guide sheet into one of three categories:
(1) those with no exceptions to the GE Program,
(2) those with prior encumbrances in the GE Program, and
(3) those with new exceptions or encumbrances in the GE Program
The Dean(s) will then compile a master set of guide sheets that includes a signed
transmittal form with each unique major guide sheet and will send a packet of 1
hard copy of each of the complete sets (including transmittal forms) to the
University Senate Office (the guide sheets must also be submitted in an electronic
format to the Senate Office). In this packet, the Dean(s) will include a list of all
guide sheets, identified by major program and code number and will also send a
copy of this list to the Chairperson of the General Education Committee and the
Chairperson of the University Curriculum Committee.
c. General Education Committee Action and Approval (if required)
A subcommittee of the GE Committee, chaired by the Chairperson of the GE Committee,
will screen all guide sheets and forward those with exceptions and/or new encumbrances
to the GE Committee for approval. Those guide sheets without exception are sent to the
Senate Office for distribution to the University Curriculum Committee. Upon approval by
the GE Committee, the guide sheets with exceptions are returned to the Senate Office for
distribution to and approval by the University Curriculum Committee.
d. University Curriculum Committee Approval
The University Curriculum Committee reviews and approves all new guide sheets. Upon
approval, the guide sheets are returned to the Senate Office for distribution to and
approval by the Senate.
e. University Senate Approval
The University Senate reviews and approves all new guide sheets. Upon approval, the
guide sheets will be disseminated by the University Senate to the Office of the Provost,
the Offices of the affected Dean(s), the sponsoring Schools/ Department(s)/Programs, the
Registrar’s Office and the Director of Veterans’ Affairs.
f. University Senate Guide Sheet Maintenance
After University Senate approval has been completed, a comprehensive listing of major
guide sheets will be maintained by each School and College on its website. The
University Senate website will provide links to these websites. The listing will be: (1)
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kept up-to-date and include the date of approval or discontinuance (if appropriate) for
each guide sheet; (2) indexed by major School/Department, major program and guide
sheet code number; and (3) linked to all official guide sheets which are directly available
to and printable by all campus constituencies.

B. Program Revisions Within the Existing General Education Structure
Program revisions within the existing General Education structure are to be distinguished
from a major restructuring of the program as a whole. Such internal revisions do not imply a
rethinking of the philosophy which defines the University’s GE requirements, nor do they
result in substantial changes to the program’s organizational structure. Examples of revisions
within the existing General Education Program structure might include adding or deleting a
Foundations Course, changing the credit distribution, or redefining the Concentration.
Schools/Departments that believe conflicts exist between University requirements and their
programmatic interests must act individually by submitting proposed changes to the General
Education Committee and the University Curriculum Committee.
Required Format for Program Revisions Within the Existing General Education Structure
A. Title Page
1. Title of Program
2. Date of Implementation of Program Revision
3. Date of Document (Update if Revised)
B. Description of and Objectives/Rationale for Proposed Revisions
C. Schematic of Curriculum Plan
The Schematic should include side-by-side comparisons of the old and the revised program
curricula as well as old and new student guide sheets. Please note: course titles and credits
must be specified. All required courses and course revisions must be approved PRIOR to the
program document being reviewed by the GE and UCC Committees. This means that courses
and course revisions, including those involving distance learning, need to be approved by
appropriate School/Departmental/Program AND College-level curriculum committees. All
prerequisites must be explicitly accounted for.
D. Updates to SLOs and Assessment Plan for GE SLOs as needed
E. Impact Statement in Collaboration with the Director of the Center for Academic
Success and the Undergraduate Deans. (Must Include Signatures of Director and
Deans)
1. Additional Full-Time Faculty
2. Additional Part-time Faculty
3. Effect on Enrollment
4. Additional Resources (e.g., library resources; computers or other equipment;
online/virtual resources; and/or space resources such as offices, laboratories, classrooms.
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Approval Process for Program Revisions Within the Existing General Education Structure
A. General Education Committee Approval
The author of the document and/or selected representative(s) present the revision document
to the General Education Committee for formal receipt, review, and action.
B. University Curriculum Committee Approval
The Chair of the General Education Committee presents the revision document to the
University Curriculum Committee for formal receipt, review and action.
C. University Senate Approval
The Chair of the University Curriculum Committee presents the revision document to the
University Senate for formal receipt, review and action.
D. Provost Approval
The Chair of the University Senate presents the revision document to the Office of the
Provost for formal receipt, review and action.
E. Presidential Approval
The Office of the Provost presents the revision document to the President for formal receipt,
review and action.
F. Provost Action
The approved revision is placed in the University catalogue. The Office of the Registrar, all
academic advisement personnel, the academic Deans, all School/Department Executive
Directors and Chairs, and all Program Directors/Coordinators are notified formally of its
implementation.
G. Approval of New Guide Sheets
All undergraduate programs whose General Education requirements have been affected by
the GE revisions will be required to develop new guide sheets reflecting these revisions. The
approval process for these guide sheets shall be the same as that outlined for a completely
restructured General Education Program (see IV, A. 6 above).

C. Encumbrance of General Education Courses and Changes in General
Education Encumbrances
1. The General Education Program is designed to provide a balanced education for all
students and to support the educational efforts of the major programs, allowing for as
much programmatic flexibility possible. As such, the encumbrance (See Section VII
Definitions of Terms Used) of distribution requirements within the Disciplinary and
Interdisciplinary clusters will be permitted in programs that provide clear justification.
Justification must include documented evidence that the programmatic elements can only
be achieved by encumbering Disciplinary and Interdisciplinary clusters. The General
Education Committee and the University Curriculum Committee (on a program-byprogram basis) must be consulted for review and approval.
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a. Latitude should be given in the approval of proposals for meeting the concentration
requirements of professional programs that are accredited (or seeking accreditation) by
external organizations. This could include encumbrance or elimination of the
concentration requirements for such programs. Justification must be provided for
encumbrances or changes in these encumbrances first to the General Education
Committee and then to the University Curriculum Committee (on a program-by-program
basis) for review and approval.
b. Each program/major should be reviewed separately to ascertain its students’ needs and
to establish the skills development required. Schools/Departments that believe conflicts
exist between university requirements and their programmatic interests must initiate the
review process. Justification must be provided for proposed changes first to the General
Education Committee and then to the University Curriculum Committee (on a programby-program basis) for review and approval.
Required Format for Encumbrance of General Education Courses or Changes in General
Education Encumbrances
A. Title Page
1. Title of Program
2. Date of Implementation of Changes
3. Date of Document (Update if Revised)
B. Description of, Objectives of, and Rationale for Proposed Encumbrance or Change
in Encumbrance
C. Schematic of Curriculum Plan
The Schematic should include side-by-side comparisons of the previous and the revised
program curricula as well as old and new student guide sheets. Please note: Course titles and
credits must be specified. All required courses must be approved and all prerequisites must
be explicitly accounted for in the plan.
D. Impact Statement in Collaboration with the Dean(s) and the Director of the Center
for Academic Success. (Signatures of Dean(s) and Director Must be Included)
1. Additional Full-Time Faculty
2. Additional Part-Time Faculty
3. Effect on Enrollment
4. Additional Resources (e.g., library resources; computers or other equipment;
online/virtual resources; and/or space resources such as offices, laboratories, classrooms.
Approval Process: Proposed General Education Encumbrances or Changes in
Encumbrances
1. School/Departmental/Program Curriculum Committee(s) Approval
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The proposer(s) submit the proposal document to the appropriate School/Department/
Program Curriculum Committee(s) and then to the entire School/Department/Program
(and other affected Schools/Departments/Programs as needed) for formal receipt, review
and action. As part of the approval process by the School/Department/Program, a vote
tally of full-time faculty (i.e., number of faculty approving, not approving, and abstaining
from vote for the program) must be submitted either on the transmittal form or as part of
the curriculum document. The name and title of the individual responsible for
documenting the vote should be noted on the transmittal form and/or curriculum
document.
2. General Education Committee Approval
The Chair(s) of the School/Department/Program Curriculum Committee(s) submit the
proposal document to the General Education Committee for formal receipt, review, and
action.
3. College Dean(s) Approval
The Chair of the General Education committee submits the proposal document to the
appropriate academic Dean(s) for receipt, review, and action.
4. University Curriculum Committee Approval
The academic Dean(s) submit the proposal document to the University Curriculum
Committee for formal receipt, review, and action.
5. University Senate Notification
The Chair of the University Curriculum Committee submits the proposal document to the
Chair of the University Senate. The Chair of the University Senate must notify the
University Senate of the receipt and action.
6. Provost Action
The Chair of the University Senate submits the proposal document to the Office of the
Provost, which informs the President and, if appropriate, the Board of Trustees.

D. Designation of New or Existing Courses as Approved General Education
Courses
Before a new or existing course can be considered a General Education (GE) course, the
proposer must complete all steps listed below. A new course never offered before must
first follow the normal curriculum procedures for new course approval. For existing
courses to be designated as approved General Education courses, a revised course outline
should be prepared using the standard format for General Education Courses appearing in
Appendix B). The course outline must be accompanied by the appropriate transmittal
form (see Appendix D as appropriate). If courses are interdisciplinary or team-taught
between two different Schools/Departments/Programs/colleges, they must be reviewed
and approved by School/Department/Program Curriculum Committees and College
Curriculum Committees. Document authors should keep signed copies of all relevant
documents for themselves.
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Required Approval Process for New or Existing Courses to be
Designated as GE Courses
1. School/Departmental/Program Curriculum Committee(s) Approval
The proposer(s) present the course outline to the appropriate School/Department/
Program’s Curriculum Committee(s) and then to the entire School(s)/Department(s)/
Program(s) for formal receipt, review and action. As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the course) must be submitted
either on the transmittal form or as part of the curriculum document. The name and title
of the individual responsible for documenting the vote should be noted on the transmittal
form and/or curriculum document.
2. College Curriculum Committee(s) Approval
The Chair(s) of the School/Department/Program Curriculum Committee(s) present the
course outline to the appropriate College Curriculum Committee(s) for formal receipt,
review and action.
3. General Education Committee Approval
The Chair(s) of the College Curriculum Committee(s) involved in the approval of the
course(s) present the course outline to the General Education Committee for formal
receipt, review and action, to ensure that changes are consistent with the stated goals,
objectives and desired outcomes of the GE Program as outlined on the GE web page. The
actions of the General Education Committee will be recorded on the GE Course
Transmittal Form included in Appendix D.
a. Should the General Education Committee determine the need for substantial
changes or revisions in the proposed course, a summary of these will be sent from
the Chair of the General Education Committee to the proposer(s). Upon revision,
the proposer(s) will present the revisions to a special ad hoc conference
committee convened by the Chair of the GE Committee and composed of the
Chairs of the relevant School/Department/Program Curriculum Committees and
the Chairs of the relevant College Curriculum Committees to ensure the changes
have been accomplished satisfactorily.
b. Should only minor changes be necessary, they should be made, and the revised
course outline should be presented to the Chair of the General Education
Committee for approval and transmittal to the appropriate College Deans.
c. If no changes are required and the General Education Committee approves the
course outline, the Chair of the GE Committee will then transmit the outline to the
appropriate College Dean(s).
4. College Dean(s) Action
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The Chair of the General Education Committee submits the approved course outline to
the appropriate academic Dean(s).
5. Provost Action
The College Dean(s) present the approved course to the Office of the Provost.
6. Final Action
The Office of the Provost returns the approved course to the University Senate. The
University Senate will handle the distribution of the course to the appropriate offices.
Copies of the approved course outline shall be filed in the General Education Office, the
University Senate Office, the Office of the Provost, the Office of the Registrar, and the
Offices of the School(s)/Department(s)/Program(s) involved.

E. Revision of Approved General Education Courses
For Type I course revisions (revisions in an approved course that affect the objectives or
content of the course), the course outline should be developed using the standard format
appearing in Appendix B of this Curriculum Procedures Manual. The procedure for the
approval process will follow the same routing as described in Section D (“Designation of
New or Existing Courses as Approved General Education Courses”) for new courses, and the
appropriate actions shall be taken at each step in the process.
Please Note: Type II course revisions (i.e., any revisions that do not affect the
objectives or content of the course, such as change of course title, course
description, course number, prerequisites, credit hours, bibliography,
School/Departmental/Program name change, etc.) will only require action through
step three of Part A Section VI for new course approval (described below): “A
representative from the University Senate office then transmits the course to the
appropriate College Dean for signature.” Copies of the approved course outline
shall be filed in the University Senate Office, the Office of the Provost, the Office
of the Registrar, and the Offices of the) School(s)/Department(s)/Program(s) that
offer the course.

VI.

PROCEDURES FOR COURSES

An academic School/Department/Program has jurisdiction over all course content. All new
course proposals or revisions of existing offerings must be developed in the standard format
for course outlines, which can be found in Appendix B of this manual. This includes
templates for standard courses and general education courses. General Education course
procedures are discussed in Section V and in this section as well. All revisions of courses
must include one copy of the existing course outline attached to the copy of the proposed
course document. Document authors should keep signed copies of all relevant documents
for themselves. The required approval processes for courses are as follows:
Required Format: New Course Proposal and Revisions
See Appendix B of this manual for the appropriate format for course outlines.
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A. Approval of New Undergraduate and Graduate Courses
School/Department/Program approval:
The new course outline proposal is submitted for approval first to the School/
Department/Program Curriculum Committee and then to the entire School/
Department/Program. As part of the approval process by the School/Department/
Program, a vote tally of full-time faculty (i.e., number of faculty approving, not
approving, and abstaining from vote for the course) must be submitted on the
transmittal form. The name and title of the individual responsible for documenting
the vote should be noted on the transmittal form and/or curriculum document.
AND
If the course will have significant involvement from other Schools/Departments/
Programs, it needs to be reviewed and approved by these other Schools/Departments/
Programs, first by their respective Curriculum Committees, and then by the entire faculty
of the School/Department/Program. As part of the approval process by the affected
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the course) must be submitted on
the transmittal form. The name and title of the individual responsible for documenting the
vote should be noted on the transmittal form and/or curriculum document.
College Curriculum Committee Approval
The course outline is sent by the author and/or selected representative(s) to the
Chair of the appropriate College Curriculum Committee. The course outline is
then presented by this author/representative to the College Curriculum
Committee(s) for review and approval. If the course is to have significant
involvement from another College, its respective College Curriculum Committee
must review and approve the course. Following this review and approval, the
Chair of the respective College Curriculum Committee needs to sign the
transmittal form.
Dean Action
Once approved, the course is submitted to the University Senate office by the
Chair of the College Curriculum Committee. A representative from the
University Senate office then transmits the course to the appropriate College Dean
for signature. If the course is a graduate course, it should also be forwarded to the
Graduate Dean for signature. The Dean(s) shall then facilitate its implementation
as appropriate.
Copies of the approved course outline shall be filed in the University Senate
Office, the Office of the Provost, the Office of the Registrar, and the Office of the
School/Department/Program(s) that offers the course.
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B. Approval of a New Interdisciplinary Course
1. Sponsoring School/Departmental/Program or Sponsoring Committee Approval
The outline for the new course is reviewed and approved by the sponsoring School/
Department/Program’s Curriculum Committee and then by the entire School/
Department/Program. As part of the approval process by the School/Department/Program,
a vote tally of full-time faculty (i.e., number of faculty approving, not approving, and
abstaining from vote for the course) must be submitted on the transmittal form. The name
and title of the individual responsible for documenting the vote should be noted on the
transmittal form and/or curriculum document.
A representative from the sponsoring School/Department/Program or committee shall
assume the responsibility of presenting the course to the College Curriculum Committee(s)
whose faculty will be teaching the course (i.e. should faculty from multiple colleges be
teaching the course, it should go to all respective College Curriculum Committees).
2. College Curriculum Committee Approval
The course outline is presented by a representative from the sponsoring School’(s)/
Department’(s)/Program’(s)/School’(s) Curriculum Committee to the appropriate College
Curriculum Committee(s) for review and approval. Upon approval, the Chair of the
College Curriculum Committee then transmits the approved course to the next appropriate
committee. If no other committee action is necessary, or when the other committees have
completed their approval, the course is sent to the College Dean(s) who facilitate(s) its
implementation as appropriate. If the course is a General Education course, it will then
follow that corresponding approval process to completion. If the course is a fully online
course, a hybrid type I or hybrid type II course or a synchronous distributed course, it will
then follow that corresponding approval process to completion (see “Approval of Courses
for Distance Learning” below).
3. College Dean Action
The College Curriculum Committee Chair(s) transmits the approved course to the
appropriate College Dean(s) for signature. The College Dean(s) then facilitate(s) its
implementation as appropriate. For graduate courses, after the College Dean(s) has/have
acted on the course, a copy is sent to the Graduate College Dean for notification

C. Approval of Courses for Distance Learning
Distance learning can include a variety of courses, formats and programs. Courses that are
applied in distance learning can fall into one of the categories listed below. With this current
version of the UCC manual, the specific term “distance learning course” is no longer being
used. Therefore, faculty/personnel intending to use courses for distance/online learning
should consider which types will be used and consider the definitions below. Course
approval procedures for distance/online learning, which are described following these
definitions, vary depending upon type of course. “Hybrid Type II Courses” and “Online
Courses” require more extensive approval procedures than “Traditional Classroom Courses,”
“Synchronous Distributed Courses,” and “Web-Enhanced Courses.”
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Hybrid Type I Course- A course for which at least 20%*, but less than 50%, of face-to-face
activity is replaced with an alternate equivalent activity. Hybrid Type I courses require only
notification of the DL Committee, and do not require nor include the creation of formal
online content managed by the Office of Online Learning.
Hybrid Type II Course- A course for which at least 50%, but less than 100%, of face-toface activity is replaced with an alternate equivalent activity. Hybrid Type II courses follow
the same approval process as online (fully online) courses.
Online (fully online) Course- All course activity is done online; there are no required faceto-face sessions within the course and no requirements for on-campus activity.
Synchronous Distributed Course- Web-based or ITV (interactive television) technologies
are used to extend face-to-face classroom lectures and discussions to students at remote sites
in real time
Traditional Classroom Course- Course activity is organized around scheduled face to face
class meetings.
Web-Enhanced Course- Online course activity/ies which complement face-to-face class
sessions without reducing the number of required class meetings.
Approval Process for Online and Hybrid Type II Courses
All fully online and hybrid type II courses must first be developed as regular traditional
classroom courses. (See A. above “Approval of New Undergraduate and Graduate
Courses”). The development of fully online and Type II courses is a time-intensive process
that requires careful planning and consultation with the Center for Online Learning. The
Center for Online Learning only receives courses for development three times per year, not
on a rolling basis. For implementation in a spring semester, the course must be received by
the Center for Online Learning for initial review by August, 1 of the preceding year; for
implementation in a summer semester, it must be received by November 1 of the preceding
year; and, for implementation in a fall semester, it must be received by April 1 of the
preceding year. Course initiators should also follow the Notes below:
Note 1: In order to be considered for a DL designation, a course must be up-to-date,
with the course having been reviewed and course outline updated within the last five
years.
Note 2: The course outline needs to provide information about assessment, including
SLOs that will be used for assessment, and the course itself must be part of a
programmatic assessment plan and be included in a program’s curricular map.
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Note 3: The course outline should not include any language that precludes its
development as an online course (e.g. use of resources only available in person or on
campus), and its content should be sufficient enough to enable a mapping of Carnegie
units (instructional contact hours) onto specific course topics.
Note 4: There must be sufficient information in the references of an intended online
course such that the online course developer will be able to create content and
assessment materials based on the resources listed.
Note 5: Course initiators/requestors are responsible for following any additional
guidelines and requirements set by the Distance Learning Committee. These can be
accessed through the Distance Learning Committee section of the University Senate
website under the Reports/Documents section
(https://sites.google.com/a/kean.edu/faculty-senate/reports/distance-learningcommittee)
APPROVAL PROCESS:
For an existing course that is traditional classroom, web-enhanced, Hybrid Type 1 or
Synchronous Distributed Course and is to be converted to a fully online or Hybrid Type II
course, the following steps must be completed:
1. School/Department/Program Review
The requestor/initiator for the course that is to be converted to fully online or Hybrid Type II
presents to the School/Department/Program Curriculum Committee and requests approval to
create an online course. The requestor/initiator must use a Distance Learning (DL)
transmittal form. Following approval from the School/Department/Program Curriculum
Committee, the requestor/initiator requests approval from the entire School/Department/
Program. As part of the approval process by the School/Department/Program, a vote tally of
full-time faculty (i.e., number of faculty approving, not approving, and abstaining from vote
for the course) must be submitted on the transmittal form. The name and title of the
individual responsible for documenting the vote should be noted on the transmittal form
and/or curriculum document.
AND
If the course that is to be converted to fully online or Hybrid Type II is interdisciplinary or
will have significant involvement from other Schools/Departments/Programs, it needs to be
reviewed and approved by these other Schools/Departments/Programs, first by their
respective Curriculum Committees, and then by the entire faculty of the Schools/
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Departments/Programs. As part of the approval process by the affected School/Department/
Program, a vote tally of full-time faculty (i.e., number of faculty approving, not approving,
and abstaining from vote for the course) must be submitted on the transmittal form. The
name and title of the individual responsible for documenting the vote should be noted on the
transmittal form and/or curriculum document.
2. College Curriculum Committee Review
Following approval by the sponsoring School/Department/Program, the requestor/initiator
presents the course, including the DL transmittal form, to the College Curriculum Committee
to request approval for an online course. If the course is to involve significant involvement
from another College, it should also be reviewed and approved by its respective College
Curriculum Committee. The transmittal must also be signed by the chair of this curriculum
committee.
3. Dean Action
Following approval by the College Curriculum Committee, the requestor/initiator forwards
the course and DL course transmittal to the appropriate College Dean for signature. If the
course is a graduate course, the requestor/initiator also forwards it to the Graduate Dean for
signature.
4. Initial Review by Distance Learning Committee
Following signature by the appropriate College Dean(s), the requestor/initiator presents the
course and its accompanying documentation to the chair of the Distance Learning Committee
for review. Documentation must include the official course outline, which adheres to the
requirements stated in Notes 1-4 at the beginning of this section, the Distance Learning (DL)
transmittal with all required signatures, and School/Departmental vote regarding the course.
The DL committee reviews the course to ensure its compliance with appropriate guidelines
and requirements and its readiness for initial development by the Center for Online Learning.
5. Review by Center for Online Learning and Initial Development Phase
Following review and approval by the DL committee, the chair of the DL committee
forwards the course to the Director of the Center for Online Learning, which also reviews the
course to ensure its readiness for development. Following this review and approval, an
agreement is sent to the intended course developer (online course developer outside
university). Following execution of this agreement, the Center for Online Learning develops
an online course map for the course.
6. Second Review by DL Committee
Following creation of the online course map, the course, along with this map, is returned to
the DL committee for follow-up review and approval. The DL Committee can either vote to
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approve the course, in which case it progresses to the next step in the approval process or to
not approve the course. In cases of non-approval, the DL Committee provides description of
the reasons for non-approval and can return the course back to the Center for Online
Learning for revisions. The chairperson of the DL Committee notifies the course initiator and
the Center for Online Learning of its decision.
7. Submission to Senate, Registrar’s Office, and Dissemination of Course
Following approval by the DL Committee, the course initiator submits the course to the
University Senate office. A representative from the University Senate then transmits the
course to the Office of the Registrar, where it receives a DL code for implementation in the
University course system. The Senate representative also contacts the chair of the General
Education Committee regarding the approval of the fully online or Hybrid Type II course.
Copies of the approved course shall be filed in the University Senate Office, the Office of the
Provost, the Office of the Registrar, and the Office of the School/Department/Program that
offers the course.
Approval Process for Synchronous Distributed and Hybrid Type I Courses
All synchronous distributed and hybrid type I courses must first be developed as
regular traditional classroom courses. (See A. above “Approval of New Undergraduate
and Graduate Courses”).
Note 1: In order to be considered as a synchronous distributed or hybrid Type 1, a
course must be up-to-date, with the course having been reviewed and course outline
updated within the last five years.
Note 2: The course outline needs to provide information about assessment, including
SLOs that will be used for assessment.
Note 3: The course outline should not include any language that precludes its
development as a synchronous distributed or hybrid type 1 course, and its content
should be sufficient enough to enable a mapping of Carnegie units (instructional
contact hours) onto specific course topics.
Note 4: Course initiators/requestors are responsible for following any additional
guidelines and requirements set by the Distance Learning Committee. These can be
accessed through the Distance Learning Committee section of the University Senate
website under the Reports/Documents section
(https://sites.google.com/a/kean.edu/faculty-senate/reports/distance-learningcommittee)
1. School/Department/Program Review
The requestor/initiator for the course that is to be converted to a synchronous distributed or
Hybrid Type I course presents to the School/Department/Program Curriculum Committee
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and requests approval for the conversion of the course to the intended format. The
requestor/initiator must use a Distance Learning (DL) transmittal form. Following approval
from the School/Department/Program Curriculum Committee, the requestor/initiator requests
approval from the entire School/Department/Program. As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the course) must be submitted on the
transmittal form. The name and title of the individual responsible for documenting the vote
should be noted on the transmittal form and/or curriculum document.
AND
If the course that is to be converted to synchronous distributed or hybrid type 1 is
interdisciplinary or will have significant involvement from other Schools/Departments/
Programs, it needs to be reviewed and approved by these other Schools/Departments/
Programs, first by their respective Curriculum Committees, and then by the entire faculty of
the Schools/Departments/Programs. As part of the approval process by the affected
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the course) must be submitted on the
transmittal form. The name and title of the individual responsible for documenting the vote
should be noted on the transmittal form and/or curriculum document.
2. College Curriculum Committee Review
Following approval by the sponsoring School/Department/Program, the requestor/initiator
presents the course, including the DL transmittal form, to the College Curriculum Committee
to request approval for an online course. If the course is to involve significant involvement
from another College, it should also be reviewed and approved by its respective College
Curriculum Committee. The transmittal must also be signed by the chair of this curriculum
committee.
3. Dean Action
Following approval by the College Curriculum Committee, the requestor/initiator forwards
the course and DL course transmittal to the appropriate College Dean for signature. If the
course is a graduate course, the requestor/initiator also forwards it to the Graduate Dean for
signature.
4. Notification of Distance Learning Committee
Following signature by the appropriate College Dean(s), the requestor/initiator presents the
course and its accompanying documentation to the chair of the Distance Learning Committee
for notification. Documentation must include the official course outline, which adheres to the
requirements stated in Notes 1-3 at the beginning of this section, the Distance Learning (DL)
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transmittal with all required signatures, and School/Departmental/college vote regarding the
course.
5. Submission to Senate, Registrar’s Office, and Dissemination of DL course
Following notification of the DL Committee, the course initiator submits the course to the
University Senate office. A representative from the University Senate then transmits the
course to the Office of the Registrar, where it receives an appropriate code for
implementation in the University course system. The Senate representative also contacts the
chair of the GE Committee regarding the approval of the course. Copies of the approved
course shall be filed in the University Senate Office, the Office of the Provost, the Office of
the Registrar, and the Office of the School/Department/Program that offers the course.

D. Approval of Course as a Travel-Learn Course
Faculty members/personnel intending to propose a Travel-Learn course must consult the
Center for International Studies prior to developing and presenting an outline. In the
course of this consultation, discussion should focus on such matters as a detailed itinerary
listing total number of contact hours, faculty load, evaluation of student performance,
general costs involved, and financial aid. Evidence of such consultation is a prerequisite
to final approval. Faculty/personnel should note that Travel-Learn courses are no longer
reviewed or approved by the Distance Learning Committee.
1. School/Departmental/Program Approval
a. Existing Course as a Travel-Learn Course
The course outline is presented for approval as a Travel-Learn course first by the
School/Department/Program Curriculum Committee and then by the entire School/
Department/Program.
b. New Travel-Learn Course
The proposed new Travel-Learn course is presented for approval as a new course and as
a Travel-Learn course by the School/Department/Program Curriculum Committee and
then by the entire School/Department/Program.
2. College Curriculum Committee Approval
The course outline is presented by the Chair of the School/Department/Program
Curriculum Committee to the Chair of the appropriate College Curriculum Committee for
formal receipt, review and action. If the course is a graduate course, it must also be
reviewed and approved by the Graduate College Curriculum Committee.
3. Dean Action
The Chair of the College Curriculum Committee transmits the approved course outline to
the appropriate College Dean(s) for signature. If the course is a graduate course, it will
also be forwarded to the Graduate Dean for signature. The Dean(s) shall then facilitate its
implementation as appropriate. Copies of the approved Travel-Learn course shall be filed
in the University Senate Office, the Office of the Provost, the Office of the Registrar, the
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offices of the appropriate School(s)/Department(s)/Program(s) and the Center for
International Studies.

E. Revisions of Existing Courses
Revisions of courses fall into two categories, Type I and Type II Course Revisions.
Type I Course Revisions are any revisions in an approved course that affect the objectives or
content of the course.
Type II Course Revisions are any revisions in an approved course (i.e. change of course title,
course description, course number, prerequisites, credit hours, bibliography, school/
departmental/program name change, etc.) that do not affect the objectives or content of the
course.
Both categories of revision (Type I or II) follow the same approval process. A copy of the
existing course outline must be attached to the proposed revision.
•

School/Departmental/Program Approval
The revised course outline is submitted for approval first by the School/Department/
Program Curriculum Committee and then to the entire School/Department/Program for
approval. As part of the approval process by the School/Department/Program, a vote tally
of full-time faculty (i.e., number of faculty approving, not approving, and abstaining from
vote for the course) must be submitted either on the transmittal form or as part of the
curriculum document. The name and title of the individual responsible for documenting
the vote should be noted on the transmittal form and/or curriculum document. Once
approved by the School/Department/Program Curriculum Committee, the course is then
forwarded to the appropriate College Curriculum Committee(s) for approval.

•

College Curriculum Committee Approval
The revised course outline is sent by the author and/or selected representative(s) for
formal receipt to the University Senate office who then sends it the Chair of the
appropriate College Curriculum Committee(s). The revised course outline is presented
by a representative from the sponsoring School/Department/Program committee to the
appropriate College Curriculum Committee(s) for review and approval. If the course is a
graduate course, it must also be reviewed and approved by the Graduate College
Curriculum Committee.

•

Dean Action
Once approved, the revised course outline along with a copy of the original course
outline is submitted to the University Senate office by the Chair of the College
Curriculum Committee. A representative from the University Senate office then
transmits the course to the appropriate College Dean for signature. The College Dean
shall then facilitate its implementation as appropriate. In the case of graduate courses, the
revised course outline is simultaneously sent to the Graduate College Dean for review.
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For graduate courses, after the College Dean(s) has/have acted on the revised course, a
copy is sent to the Graduate College Dean for notification.

F. Revision of Approved General Education Courses
For Type I course revisions (revisions in an approved course that affect the objectives or
content of the course), the course outline should be developed using the standard format
appearing in Appendix B of this Curriculum Procedures Manual. The procedure for the
approval process will follow the same routing as described in Section D (“Designation of
New or Existing Courses as Approved General Education Courses”) for new courses, and the
appropriate actions shall be taken at each step in the process.
Please Note: Type II course revisions (i.e., any revisions that do not affect the objectives or
content of the course, such as change of course title, course description, course number,
prerequisites, credit hours, bibliography, School/Departmental/Program name change, etc.)
will only require action through step three of Part A Section VI for new course approval
(described below): “A representative from the University Senate office then transmits the
course to the appropriate College Dean for signature.” Copies of the approved course outline
shall be filed in the University Senate Office, the Office of the Provost, the Office of the
Registrar, and the Office of the School/Department/Program that offers the course.

G. Designation of New or Existing Courses for Approval as General
Education Courses
Before a new or existing course can be considered a General Education (GE) course, the
proposer must complete all steps listed below. A new course never offered before must first
follow the normal curriculum procedures for new course approval. For existing courses to be
designated as approved General Education courses, a revised course outline should be
prepared using the standard format for General Education Courses appearing in Appendix B.
The course outline must be accompanied by the appropriate transmittal form (see Appendix
D). If courses are interdisciplinary or team-taught between two different Schools/
Departments/Programs/colleges, they must be reviewed and approved by the appropriate
School/ Department/Program Curriculum Committees and College Curriculum Committees.
Required Approval Process for New or Existing Courses to be
Designated as GE Courses
1. School/Departmental/Program Curriculum Committee(s) Approval
The proposer(s) present the course outline to the appropriate School/Department/
Program’s Curriculum Committee(s) and then to the entire School/Department/Program
for formal receipt, review and action. As part of the approval process by the
School/Department/Program, a vote tally of full-time faculty (i.e., number of faculty
approving, not approving, and abstaining from vote for the course) must be submitted
either on the transmittal form or as part of the curriculum document. The name and title
of the individual responsible for documenting the vote should be noted on the transmittal
form and/or curriculum document.
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2. College Curriculum Committee(s) Approval
The Chair(s) of the School/Department/Program Curriculum Committee(s) present the
course outline to the appropriate College Curriculum Committee(s) for formal receipt,
review and action.
3. General Education Committee Approval
Following approval by the appropriate College Curriculum Committee(s), the initiator/
proposer of the course presents the course outline to the General Education Committee
for formal receipt, review and action, to ensure that changes are consistent with the stated
goals, objectives and desired outcomes of the GE Program as outlined on the GE web
page. The actions of the General Education Committee will be recorded on the GE
Course Transmittal Form included in Appendix D.
a. Should the General Education Committee determine the need for substantial
changes or revisions in the proposed course, a summary of these will be sent from
the Chair of the General Education Committee to the proposer(s). Upon revision,
the proposer(s) will present the revisions to a special ad hoc conference
committee convened by the Chair of the GE Committee and composed of the
Chairs of the relevant School/Department/Program Curriculum Committees and
the Chairs of the relevant College Curriculum Committees to ensure the changes
have been accomplished satisfactorily.
b. Should only minor changes be necessary, they should be made, and the revised
course outline should be presented to the Chair of the General Education
Committee for approval and transmittal to the appropriate College Deans.
c. If no changes are required and the General Education Committee approves the
course outline, the Chair of the GE Committee will then transmit the outline to the
appropriate College Dean(s).
4. College Dean(s) Action
The Chair of the General Education Committee submits the approved course outline to
the appropriate academic Dean(s).
5. Provost Action
The College Dean(s) present the approved course to the Office of the Provost.
6. Final Action
The Office of the Provost returns the approved course to the University Senate. The
University Senate will handle the distribution of the course to the appropriate offices.
Copies of the approved course outline shall be filed in the General Education Office,
University Senate Office, Office of the Provost, Office of the Registrar, and the Offices
of the involved School(s)/Department(s)/Program(s).
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H. Discontinuation of Courses (Including General Education) Initiated by
Schools/Departments/Programs.
Note 1: Discontinuation of courses should only be carried out after careful consideration by
faculty/personnel from the School/Department/Program offering the course.
Faculty/personnel weighing such a decision need to consider the potential effects on students
in their own School/Department/Program as well as students in other Schools/Departments/
Programs who take the course.
Note 2: Schools/Departments/Programs are encouraged to review course offerings on a
regular basis to provide updated information to students. Schools/Departments/Programs may
choose to archive courses that they have not offered for multiple consecutive semesters, but
that they do not wish to discontinue.
Individual Schools/Departments/Programs may present a request to the College Curriculum
Committee that a course or courses be dropped. The procedure for discontinuing courses is as
follows:
• School/Department/Program Curriculum Committee Action.
The School/Department/Program Curriculum Committee chair shall request from the
Registrar’s Office a list of courses that have not been taught in five years. The
Committee should review this list and consider whether discontinuation is
appropriate. Following School/Department/Program Curriculum Committee approval
of the discontinuation, the action is reviewed by the entire School/Department/
Program. As part of the approval process by the School/Department/Program, a vote
tally of full-time faculty (i.e., number of faculty approving, not approving, and
abstaining from vote for the course) must be submitted either on the transmittal form
or as part of the curriculum document. The name and title of the individual
responsible for documenting the vote should be noted on the transmittal form and/or
curriculum document.
AND
If, within the last five years, the course has been used to fulfill requirements for
another School/Department/Program, the School/Department/Program offering the
course(s), should notify these other Schools/Departments/Programs.
2. College Curriculum Committee Action
Following approval of the discontinuation of the course(s) by the entire
School/Department/Program, the Chair of the School/Department/Program
Curriculum Committee shall present a request to the College Curriculum Committee
that the course(s) be dropped. Each request for discontinuation is to be made on a
separate transmittal form, which should be accompanied by a copy of the course
outline and a brief, but thorough, explanation of the reason(s) for discontinuation.
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The College Curriculum Committee shall act upon the School/Department/Program
Curriculum Committee’s request and notify the University Senate Office who will
then notify the appropriate Dean of the committee’s decision.
Once approved by the College Curriculum Committee, copies of the transmittal form,
course outline, and accompanying explanation should be forwarded to the University
Senate office, which will then transmit the course and reasons for discontinuation to
the appropriate College Dean.
3. General Education Committee Action (If Applicable)
If the course to be dropped is a General Education course, the School/Department/
Program Curriculum Committee shall notify the General Education Committee of its
decision, and, if there is agreement between the two committees, The General
Education Committee Chair shall notify the University Senate Office, who will then
notify the appropriate Dean and the Office of the Provost of its decision.

I. Approval of Special Offerings (e.g. Workshops, Institutes, Conference
Education, Continuing Education, etc.)
1. Non-Credit/Non-Certificate Special Offerings
Non-Credit Special Offerings are usually developed in response to specific requests by
school districts, corporations, businesses, or agencies. In an effort to remain as responsive as
possible, non-credit and non-certificate special offerings will only require the permission of
the School/Department/Program Chair and the College Dean. The School/Department/
Program Chair and appropriate College Dean shall maintain documentation of the non-credit
and non-certificate special offerings that are provided.
2. Credit-or Certificate Granting Special Offerings (including those that involve
continuing education units (CEUs)
Special offerings that are to provide a certificate of completion, credits or continuing
education units (CEUs) need to involve systematic development since they generate a more
formal credential or qualification representing the University. These special offerings are
further differentiated, as described below, along with their corresponding procedures and
policies.
a. Credit-granting special offerings based on existing courses (with the exception of
courses ID 5600, Graduate Services Programs in College and Community; and ID 5900,
Contemporary Issues)
For these special offerings, the outline shall be approved first by the School/Department/
Program Curriculum Committee(s) and then by the entire Schools/Departments/
Programs. The initiator of the special offering shall complete a program transmittal form
(see Appendix D) and mark the box for “approval of a new special offering.” As part of
the approval process by the School/Department/ Program, a vote tally of full-time faculty
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(i.e., number of faculty approving, not approving, and abstaining from vote for the
offering) must be submitted on the transmittal form.
The document is then transmitted directly to the College Dean(s) for approval and
implementation as appropriate. When offered at the graduate level, notification of the
Graduate Dean is also required. Following approval by the appropriate College Dean(s),
and at least two months in advance of the special offering, the initiator of the special
offering, provides a summary description and notification to the Chair of the UCC. If
the same credit-granting special offering is provided on a regular basis (e.g., once per
year), it only needs to be submitted once. If the credit-granting special offering undergoes
significant revision to its content (e.g., more than 30% of its content is altered) the
sponsoring School/Department/Program should submit a description of this revision to
the appropriate Dean(s). The chair of the UCC should be notified of this revision via a
summary description and a program transmittal marked “revision of a special offering.”
The number of contact hours required for credit-granting special offering shall be in line
with the "Semester credit hour" policy established by the NJ State Administrative Code,
Title 9A (see page 7 of this document)
The School/Department/Program Chair and appropriate College Dean shall maintain
documentation of the non-credit and non-certificate special offerings provided during an
academic year.
b. Credit-granting or certificate-granting special offerings that involve new courses.
Any new course included in a Special Offering shall go through the new course approval
process. The new course needs to be approved prior to the provision of the special
offering. (Please see VI Procedures for Courses- Required Format for New Course
Proposals and Approval Process for New Undergraduate and Graduate Courses)
Note 1: The number of contact hours required for any credit- granting special offering
shall reflect credit hour policies established by the NJ State Administrative Code, Title
9A.
Note 2: When a Special Offering (an existing course or a new offering) is interSchool/Departmental/Program or appears to cross School/Departmental/Program lines,
the approval of each School/Department/Program Curriculum Committee and the
approval of the faculty of each School/Department/Program shall be secured. As part of
the approval process by the School/Department/Program, a vote tally of full-time faculty
(i.e., number of faculty approving, not approving, and abstaining from vote for the
course/offering) must be submitted on the transmittal form. The name and title of the
individual responsible for documenting the vote should be noted on the transmittal form.
Following approval of any new courses involved in the Special Offering, the entire
offering is approved according to the steps described in number 1 above for “Creditgranting special offerings based upon existing courses.” As part of this process, the
initiator of the special offering provides a summary description and notification to the
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Chair of the UCC at least 2 months in advance of the offering. The initiator of the special
offering shall complete a transmittal form and mark the box for “approval of a new
special offering.” If the same credit-granting special offering is provided on a regular
basis (e.g., once per year), it only needs to be submitted once. If the credit-granting
special offering undergoes significant revision to its content (e.g., more than 30% of its
content is altered) the sponsoring School/Department/Program should submit a
description of this revision to the appropriate Dean(s). The chair of the UCC should be
notified of this revision via a summary description and a program transmittal marked
“revision of a special offering.”
The School/Department/Program Chair and appropriate College Dean shall maintain
documentation of the credit and certificate of completion special offerings that are
provided during an academic year.
c. Other credit-granting (including CEUs) and certificate-granting special offerings
not based upon new or existing courses
•

A School/Department/Program that is accredited by a specific body, agency,
or organization and is authorized to provide CEUs for professionals, students,
etc. in a field or field(s) that is related to the sponsoring School/Department/
Program is expected to follow the standards and guidelines of their specific
accrediting body when carrying out a special offering that provides CEUs.
When developing these special offerings, the School/Department/Program
Curriculum Committee(s) shall develop a document which includes the
following:
a) Content that will be covered in the special offering. This should
be similar to a course description that is found in an undergraduate
or graduate catalogue.
b) Description of student learning outcomes (SLOs) or learner
objectives that are expected to be attained from the special
offering.
c) Information from the accrediting body, agency, etc. regarding
their policies for provision of CEUs and documentation showing
that the School/Dept./Program is authorized by the accrediting
body, agency, etc. to provide CEUs.
The document for the special offering should be approved first by the
Curriculum Committee of the School/Department/Program and then by the
entire School/Department/Program. The initiator of the special offering shall
complete a transmittal form and mark the box for “approval of a new special
offering.” As part of the approval process by the School/Department/Program,
a vote tally of full-time faculty (i.e., number of faculty approving, not
approving, and abstaining from vote for the offering) must be submitted on
the transmittal form.
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The document is then transmitted directly to the College Dean(s) for approval
and implementation as appropriate. When offered at the graduate level,
notification of the Graduate Dean is also required. Following approval by the
appropriate College Dean(s), and at least two months in advance of the special
offering, the initiator of the special offering, provides a the curricular
document and notification to the Chair of the UCC.
If the same credit-granting or certificate-granting special offering is provided
on a regular basis (e.g., once per year), it only needs to be submitted once. If
the credit-granting or certificate-granting special offering undergoes
significant revision to its content (e.g., more than 30% of its content is altered)
the sponsoring School/Department/Program should submit a description of
this revision to the appropriate Dean(s). The chair of the UCC should be
notified of this revision via a summary description and a program transmittal
marked “revision of a special offering.”
•

A School/Department/Program that is NOT accredited by a specific body,
agency, or organization is not permitted to provide CEUs for professionals
and/or students, but can provide a certificate of completion.
Prior to offering a certificate of completion for a particular field/discipline, the
sponsoring School/Dept./Program must complete the following:
a) A program transmittal form marking the box for “approval of a new special
offering”
b) A document which comprehensively addresses the following:
Content that will be covered in the special offering. This should be
similar to a course description that is found in an undergraduate or
graduate catalogue.
Description of student learning outcomes (SLOs) or learner
objectives that are expected to be attained from the special
offering.
Information about the educator(s)/presenter(s)/personnel who will
be providing the special offering. This information should consist
of the name(s) of these individuals; their degrees and credentials;
their affiliation with Kean (if applicable); and summary of their
expertise which supports their qualification in providing the special
offering.

3. Guidelines Concerning Special Offerings for Undergraduate and Post—
Baccalaureate Education Courses
a) Credits earned from successful completion of credit-granting special
offeringsmay be used only to satisfy electives. The approval of the College
Certification Officer (Dean of the College of Education) is required for any
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credit acquired from an approved special offering. No special offerings may be
used as credit substitutions for major or certification courses operating within State-

approvedprograms of the College of Education.

b) Students may take special offerings on an audit (no credit) basis in line with
the policies of the College of Education for course offerings. The audit policy
of the institution requires payment of the regular course fee.
c) Undergraduate credit may be given with permission from the Dean of the
College of Education for a special offering at the graduate level.

VII.

DISTINCTION OF ROLES

A. Standard Charges
A distinction of the roles of the various curriculum committees with regard to
course/program/school approval is provided in this section of the document. There is an
implied relationship among these bodies vis-à-vis the overall curriculum process. In as
much as the actions of these committees often transcend routine business, their functions
beyond course and program approval are described in this introductory overview.
Schools/Departments/Programs
The academic Schools/Departments/Programs and the School/Department/Program
Curriculum Committees are essential to the vitality and viability of any course of study.
Curricular action is initiated at this level in the majority of instances. The School/
Department/ Program Curriculum Committees should encourage and facilitate course and
program development, undertake periodic course and program review, and insure the
maintenance of high standards.
Of equal importance is the delineation of procedures for on-going needs assessment in an
effort to develop contemporary offerings. In addition, it is necessary to analyze the
projected schedule of School/Departmental offerings in relation to current program and
student need. The expertise of faculty and present and projected resources are other
important considerations, particularly with regard to new course and program development.
The College Curriculum Committees
The domain of these committees involves course offerings contained in curricula for the
Colleges. The goal of these committees is to help deliver the highest quality curricula for the
Colleges and University, and maintain the highest academic standards for the course
offerings.
Standing Charges:
• To approve all new course offerings and revisions of courses.
• To ensure the academic standards of the University are met by proposed courses and
revisions.
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•
•
•
•
•
•
•
•

To ensure all new and revised courses adhere to the University Semester Credit Hour
Policy (see page 7 of this document).
To determine the applicability of proposed offerings to specific programs, and to the
short and long term goals of the University.
To assess proposed and existing courses in an effort to avoid duplication of other
offerings within the University curriculum.
To mediate situations involving inter-departmental, inter-program and/or inter-school
concerns as necessary, and to establish guidelines in this regard.
To participate in any ad hoc committees, as necessary, and send representatives to
participate in other curriculum committees, when common concerns are at issue.
To establish guidelines and timelines for the periodic review and assessment of courses
within each of the Schools/Departments/Programs.
To fulfill any specific or special charges from the University Senate.
To make periodic reports, a mid-year progress report, and issue a final report to the
University Senate at the end of the Academic Year.

The General Education Committee
The standing General Education Committee of the University Senate has the overall
responsibility for the policies, procedures and curricular offerings related to the General
Education and Learning Assistance Program at Kean University, ensuring the highest
quality educational experience for all students. The committee is reconstituted annually
through the University Senate elections and through appointment.
Standing Charges:
• To serve as the custodians of the General Education Program and to facilitate the
professional development that supports the missions of General Education.
• To provide leadership in the continued growth and development of the General Education
Program.
• To advise the directors of General Education on all matters relating to placement criteria,
to academic content, and to delivery of services in the Program.
• To approve all designated General Education courses according to the criteria outlined in
the 2008 revisions to the University Senate Resolution (which created the General
Education/Learning Assistance Program)
• To facilitate the implementation and the continued functioning of the General Education
Program following the recommendations and guidelines established by the 2008 revisions
to the University Senate Resolution.
• To recommend to the University Senate appropriate academic policies for the General
Education Program.
• To perform ongoing curriculum review and development as outlined in the 2008
revisions to the University Senate Resolution.
• To oversee and review the mechanisms for evaluating the curricula of all Program
components and to report these results to the faculty, the University Senate, and
appropriate administrative offices of the University.
• To review the reports and recommendations submitted by the Academic Services Council
(in conjunction with the Council of Deans) to the General Education Committee.
73

•
•
•

•
•

To review the responsibilities of the faculty and professional staff for coordinating
development and implementation of the General Education Program.
To review and update, as necessary, the roles and responsibilities of the directors of the
General Education Program.
To consult with the Schools/Departments/programs and disciplines of the University
about curriculum development, services, assessment, criteria and results and ways to
support the development of students’ skills and dispositions throughout all levels of the
General Education curriculum.
To fulfill any specific or special charges from the University Senate.
To issue periodic reports, a mid-year progress report, and a final report to the
University Senate at the end of the Academic Year.

The University Curriculum Committee
The domain of this committee involves the policies, procedures, programmatic offerings and
curricular issues of the University. The goal of this committee is to help deliver the highest
quality curriculum across the University that is consistent with the mission of the University,
the social and economic demographics of the region, and the institutional resources and
budgetary issues.
Standing Charges:
• To routinely consider program documents reflective of curricula across the University,
and make recommendations regarding their approval to the University Senate, in a timely
fashion.
• To maintain a broad institutional perspective in its review and evaluation of
programmatic proposals.
• To make curricular policy recommendations that are consistent with the mission of the
University, the social and economic demographics of the region and issue of budgetary
and institutional resources.
• To review over-all curriculum procedures, and make policy recommendations to the
University Senate.
• To serve as arbiter in matters of curricular conflict between Colleges.
• To review specific curricula and programs which appear to deviate from approved goals
or established standards.
• To periodically review and make recommendations to the University Senate to revise the
Curriculum Procedures Document
• To fulfill any specific or special charges from the University Senate.
• To issue periodic reports, a mid-year progress report and a final report to the University
Senate at the end of the Academic Year.
Distance Learning Committee
The domain of this Committee involves the policies, procedures, courses, programmatic
offerings and other curricular issues related to online/distance learning provided by the
University. The overarching goal of this Committee is to help deliver the highest quality
online curriculum across the University that is consistent with the mission, resources, and
budget of the University, the standards of the Middle States Commission on Higher
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Education and the Council of Regional Accrediting Commissions (C-RAC), and the
standards and policies of the University’s Center for Online Learning.
Standing Charges:
• To propose, monitor, and evaluate the online course development process.
• To participate in the approval process for online course curriculum designations in
accordance with curriculum procedures
• To examine the current technologies used to support online learning in all of its forms at
Kean University and make recommendations for its improvement and on future
technology decisions.
• To provide timely advice and direction to The Center for Online Learning that will lead
to the development of critical documents and the provision of effective online learning
systems for students and faculty.
• To make recommendations that help to ensure that online courses maintain academic
integrity.
• To assist in the design of online course standards that are in compliance with Quality
Matters guidelines and the standards of the Middle States Commission on Higher
Education and the Council of Regional Accrediting Commissions (C-RAC),
• To propose best practices of instruction in online courses.
• To assist in the assessment of the delivery of online courses and programs.
Proposed Composition:
·
Kean Faculty from all academic units.
·
Enrollment Services (Admissions/Financial Aid/Registrar)
·
Library
·
Communications/Marketing
·
Academic Support
·
OCIS
·
Director of Online Learning
·
KFT representative
·
Student representative

B) Distinction of roles in the approval of a new program:
• Role of the School/Department
(a) To describe the proposed program in detail
(b) To provide supportive documentation and rationale for the program
(c) To develop the program document according to the approved format in consultation with
the College Dean(s), and where appropriate, the Graduate Dean
(d) To help select a program consultant in consultation with the Office of the Provost and the
College Dean(s)
(e) To communicate with other schools/departments which may be affected by the program
which is proposed
(f) To officially transmit appropriate copies of the Program Document to the University
Curriculum Committee (see Appendix E-Transmittal Form)
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(g) To incorporate suggestions for revision and/or amplification as may be required at
subsequent levels
(h) To approve the proposed program first by the School/Department Curriculum Committee
and then by the entire School/Department
2. Role of the Dean
(a) To advise course(s) of action in program development
(b) To help identify an external program consultant for program development and review in
consultation with the School/Department and the Office of the Provost
(c) To assess resources and staff implications for the new program
(d) To approve the consultant
(e) To approve the program
(f) In the case of graduate programs, the College Dean will consult the Graduate Dean on the
above
3. Role of the General Education Committee
The General Education Committee may be consulted in the review of a new undergraduate
program in an effort to ensure that the proposed program is keeping with University policy
regarding the General Education component of the curriculum.
Schools/Departments that believe conflicts exist between University requirements and their
programmatic interest should submit proposed changes to the General Education and the
University Curriculum Committees.
4. Role of the University Curriculum Committee
(a) Objective assessment of the proposed program with regard to its adherence to curricular
standards and policies
(b) Objective assessment of the academic quality of the program
(c) Thorough evaluation of the structure of the program
(d) Review of previous assessment of need and student demand
(e) Critical evaluation of resource implications including additional staffing
(f) Assessment of the impact on students and other programs
(g) Review of the incorporation of revisions
(h) Assessment of the program in relation to the stated mission and goals of the
University
(i) Objective evaluation and action (approval, disapproval, minor revision) specific to the
program in executive session within reasonable time parameters (45 calendar days from
transmittal date from the University Senate Office)
(j) Return of proposals which are denied approval with appropriate rationale and/or
suggestions for revisions
5. Role of the University Senate
(a) To review the document in its entirety
(b) To review the program in its adherence to curricular standards and policy
(c) To assess the academic quality of the program
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(d) To review the structure of the program
(e) To review previous assessments of need, demand, and resources
(f) To assess the impact of the program on students and other programs
(g) To review the incorporations of revisions which may have been recommended
(h) To approve or reject the program
6. Role of the Administration
(a) Careful review of the complete program document
(b) Communication with the NJ Presidents’ Council and Academic Issues Committee and the
Middle States Commission on Higher Education in regard to the proposed program
(c) Assist in selection of external consultant for program development and review in
consultation with the School/Department and the College Dean
(d) Careful assessment of resources necessary to support the program
(e) Development of institutional impact statements as may be required in the review process
(f) Constructive communication with program developers
(g) To approve or reject the program

C. Distinction of roles in course approval
It is understood that courses may be proposed by any member of the faculty. Each course
proposal is to be submitted to the School/Department/Program Curriculum Committee(s)
1. Role of the School/Department/Program
(a) Review of existing School/Departmental/Program goals and standards
(b) Careful analysis of the proposed course regarding its description level content
development, methods of instruction, methods of evaluation, and bibliography
(c) For revision of an existing course, comparison must be presented along with the revised
course with clear indication of the changes, rationales, and effects within the program
(d)Determination as to whether the content of the proposed new course requires examination
by other Schools/Departments/Programs within the University
(e) Assurance that the proposed new course does not duplicate existing courses in whole or
substantial part
(f) Review of the style and format of the proposed course in order to ensure consistency with
the accepted standard for Kean University course outlines (see Appendix B-Format New
Course Outline)
(g) To facilitate formal review and approval of the course proposal first by the School/
Departmental/Program Curriculum Committee and then by the entire School/Department/
Program
(h) To officially transmit the appropriate number of copies of the proposed new course (or
those which involve revision or technical change) to the appropriate College Curriculum
Committee(s) (see Appendix D.3-D.5-Transmittal Forms)
2. Role of the College Curriculum Committee
(a) Thorough review of each new course proposal or those involving technical changes with
regard to adherence to curriculum standards, curriculum policies, and the semester credit
hour policy pertinent to all courses offered in that College. The review would include an
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open presentation by the proposer(s) followed by questions and discussion with the
Committee.
(b) Objective assessment of the need for the course in terms of overall goals of the
school/department/program
(c) Objective assessment of the academic quality of the proposed course and/or
appropriateness of technical change or substantive revision
(d) To safeguard against inappropriate overlap or duplication insofar as existing courses and
to ensure appropriate clearance from related school(s)/department(s)/program(s)
(e) Consideration of course proposals and/or technical changes or substantive revisions in
light of existing personnel and physical resources
(f) Review of experimental courses for continuation
(g) To solicit additional information as may be required by regarding new course proposals
and/or technical changes or substantive revisions
(h) Objective evaluation and action (approval, disapproval, minor revision) specific to the
course in executive session within reasonable time parameters (45 calendar days from
transmittal date from the University Senate Office)
(i) Return of proposals and other relevant curriculum matters which are not approved with
appropriate rationale and/or suggestions for revision
(j) Official transmittal of corrected copies of the approved course outline and/or
recommended change(s) to the appropriate College Dean for action
3.

Role of the General Education Committee

(a) Through review of each new course proposal or one involving technical changes with

regard to its adherence to curriculum standards and curriculum, learning assistance and
assessment policies that are pertinent to General Education courses. The review would
include an open presentation by the proposer(s) followed by questions and discussion with
the Committee
(b) Objective assessment of the need for the course in terms of overall goals of the
General Education Program
(c) Objective assessment of the academic quality of the proposed course and/or
appropriateness of technical change or substantive revision
(d) To safeguard against inappropriate overlap or duplication insofar as existing General
Education courses and to ensure appropriate clearance from related Schools/Departments/
Programs
(e) Consideration of course proposals and/or technical changes or substantive revisions in
light of existing personnel and physical resources
(f) Review of experimental courses for continuation
(g) To solicit additional information as may be required in regard to new course proposals
and/or technical changes or substantive revisions
(h) Objective evaluation and action (approval, disapproval, minor revision) specific to the
course in executive session within reasonable time parameters (45 Calendar days from
transmittal date from the University Senate office)
(i) Return of proposals and other relevant curriculum matter that are not approved with
appropriate rationale and/or suggestions for revision
(j) Official transmittal of corrected copies of the approved course outline and/or
recommended change(s) to the appropriate College Dean(s) for approval
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4.

Role of the Dean

(a) Participation ex-officio on the College Curriculum Committee as an advisory non -

voting member
(b) Receives each approved course (acknowledgement by signature) and facilitates its
implementation
(c) For General Education courses, renders a decision (approval, disapproval, minor
revision) within 30 calendar days specific to those General Education course proposals
officially transmitted by the GE committee
(d) Provides sufficient rationale within 30 calendar days for those General Education
course proposals and curricular actions which are not approved. Such rationale shall
include either an explanation for course disapproval or, alternatively, an explanation for
delaying decision beyond the 30 day period. Should additional time be necessary to
complete action on the course, the Dean must provide written justification to the
University Senate Office and the contact person for the course.

VII. DEFINITIONS OF TERMS USED
Academic Content Area (see “Content Area”)
Academic Issues Committee (AIC)
As defined by N.J.S.A. 18A, the New Jersey Presidents’ Council (NJPC) has the
responsibility to review new academic programs. To oversee creation of new curriculum and
certain curriculum changes, the NJPC created the Academic Issues Committee (AIC). A link
to the most recent version of the AIC Manual can be found on the University Senate website.
Affected Program/Department/School
An affected program includes any other program, and its department/school, which
may be impacted in terms of its faculty; space and resources; scholarly impacts; and/or
courses and course enrollments that are a part of its program(s).
Note: It is up to the UCC to determine whether or not to approve submitted
documents, taking into account the concerns expressed to it by other
Programs/Departments. No Program/Department has the ability to block or veto a
proposal simply because of an existing or potential impact. Likewise, no
Program/Department holds exclusive right to or “ownership” of any word, title or
description used as part of a course or option or degree program.
Blended Program
A significant percentage, but not all of the credits required for program completion are
offered fully online. Typically, up to 30 percent of the curriculum may be offered as either
face-to-face or hybrid courses or other face-to-face formats or as independent study.
Catalog Description
A brief statement, summarizing what students will learn in the course, is a required
component of every course outline. This course description is published in the University
Catalog in a listing that also includes the course’s number, title, semester credit hour(s), and
any necessary prerequisites and/or co-requisites. The catalog descriptions are listed under the
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respective Schools/Departments/programs offering the courses, or, in the case of ID courses,
in the Interdisciplinary Courses section.
Certificate Program
An approved course of study upon successful completion of which the student earns a
certificate as opposed to a degree, diploma or certification.
Certification Program
A non-degree program on the post-baccalaureate or graduate level which, upon successful
completion of a prescribed course of study, provides the educational component for
instructional, administrative, or educational services certification in the public school system
of the State of New Jersey.
Combined Program
A program which offers both the undergraduate and graduate degree from Kean University.
Content Area
An approved concentration of coursework within an academic major, requiring a minimum
of 30 credits, designed for students in P-3 and K-6 undergraduate education programs.
Students in first major programs/options for P-3 and/or K-6 certification, including Special
Education P-3 and K-6 options, may complete a Content Area instead of a full second major.
Content Areas must meet NJDOE requirements; therefore, proposed new Content Areas or
proposed revisions to Content Areas require review/approval by the College of Education.
Course Outline
A document, approved by the respective School/Department/Program Curriculum
Committee(s) and College Curriculum Committee(s), that follows a required format and
contains course objectives, Student Learning Outcomes (SLOs), course content, methods of
instruction, methods of assessment, recommended text(s), and, print as well as non-print,
media bibliography for a course offered at the University.
Course Revisions, Type I
Any revisions in an approved course that affect the objectives or content of the course.
Course Revisions, Type II
Any revisions in an approved course (i.e. change of course title, course description, course
number, prerequisites, bibliography, departmental name change, etc.) that do not affect the
objectives or content of the course.
Credit Hour (see “Semester Credit Hour”)
Degree Program
A program for which, upon successful completion of a prescribed course of study, a student
earns a Bachelor’s Degree, a Master’s Degree, a Professional Diploma, or a Doctoral Degree.
Discontinuation of Program
80

All proposals for the discontinuation of degrees, major programs, options, minors, collaterals,
non-degree programs, joint programs and education programs mandated by the State of New
Jersey must be made in a properly formatted program document, which must be approved at
all levels in succession as outline in this manual.
In keeping with AIC requirements, termination of any graduate or undergraduate
major/option/degree program must be preceded by the cancellation, suspension or hiatus of
admitting students to the program. For purposes of clarification, the term “discontinuation” is
synonymous with “cancellation” and involves permanently stopping admission to a program
or option. The term “suspension” is used for temporarily stopping admission to a program or
option without specifying a date for beginning admission again. The term “hiatus” is used for
temporarily stopping admission to a program or option while specifying a date when
admission will begin again.
To cancel or suspend admission or to initiate hiatus of admission, a Program or Option
Admission, Cancellation and/or Suspension Form must be completed and approved. The
form is available on the University Senate website.
Discontinuation of Program Admission (see “Program or Option Admission
Cancellation and/or Suspension Form”)
Distance Learning
A system and process that connects learners with providers via distributed learning resources.
While distance learning takes a wide variety of forms, all distance learning is characterized
by:
• Separation of place and/or time between instructor and learner, among learners,
and/orbetween learners and learning resources.
• Interaction between the learner and the instructor and/or interaction among learners
conducted through one or more media; use of electronic media is not necessarily
required.
See separate listings for definitions of the following types of courses and programs: Hybrid
Type I Course, Hybrid Type II Course, Online Course, Synchronous Distributed Course,
Traditional Classroom Course, Web-Enhanced Course, Blended Program, Multi-Format
Program, Online Program, and Traditional Classroom Program.
Encumbrance
The use of a course to satisfy both major program objectives and General Education
requirements. A major program may specify (encumber) a particular GE course in a given
area, rather than allowing students to choose from all GE-approved courses for that area,
e.g., if the specified course is needed as a prerequisite for other courses required by the major
program.
Fully Online Course
All course activity is done online; there are no required face-to-face sessions within the
course and no requirements for on-campus activity.
General Education Capstone
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An approved course within a major that embodies the vertical integration of General
Education skills with the major, to be taken after students have completed a minimum of 93
credits in their studies at the university.
General Education Program
A coordinated sequence of liberal arts courses integrated with appropriate academic support.
The sequence begins with required skills-based Foundations Courses; continues with a
distribution of Disciplinary and Interdisciplinary Courses; and culminates with a Capstone
experience linked with the major.
Graduate Degree Program
A program composed of no less than 30 credits, which leads to a Master’s Degree,
Professional Diploma, or Doctoral Degree.
Hybrid Type I Course:
A course for which at least 20%, but less than 50%, of face-to-face traditional class time is
replaced with an alternative equivalent online activity. Hybrid Type I courses only require
notification of the DL Committee, and do not require nor include the creation of formal
online content managed by the Office of Online Learning.
Hybrid Type II Course:
A course for which at least 50%, but less than 100%, of face-to-face traditional class time is
replaced with an alternative equivalent online activity. Hybrid Type II courses follow the
same approval process as fully online courses.
Impact Statement
A required section for many curricular documents, including proposals for new options,
certification program, minors, and non-degree programs. It is also required for the curricular
change of conversion of degree designation and for revisions of programs, options, etc. that
affect content. As a section of the curricular document, the Impact Statement includes
information about the effects/changes that accompany a particular type of curricular process,
such as additional resources required (e.g., faculty, space, library, etc.) and effects on
enrollment. The Impact Statement should follow the specifications of the required document
format for the type of document being submitted. The Impact Statement must be completed
in consultation with the appropriate Dean(s) and must include the signature(s) of the Dean(s).
The impact statement is no longer a specific section in new degree program documents,
because the information it contains has been incorporated into other sections specified by the
format for new program documents outline by the Academic Issues Committee of the New
Jersey Presidents’ Council.
Interdisciplinary Course
A course that integrates the subject material of at least two academic disciplines and is
designated by an ID prefix.
Joint Program
An approved program sponsored by two or more institutions, which, upon successful
completion of a prescribed course of study, grants a degree from one, both, or all of the
institutions.
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Major Guide Sheet (Undergraduate)
A document that contains the entire approved curriculum (both General Education and major
requirements) for each of the existing undergraduate major programs and their options. Each
guide sheet is also used as an advisement tool issued to new students upon their first
registration session.
Major Program (See Undergraduate Major Program)
Minor Program (See Undergraduate Minor Program)
Multi-Format Program
A program that mixes, along with traditional classroom courses, other formats that use a
variety of different delivery modes (e.g., web-enhanced courses, hybrid courses, fully online
courses, synchronous distributed courses, etc.) without a specific access goal.
Online Program
All credits required to complete the program are offered as fully online courses. Students
can complete the program completely at a distance, with no required face-to-face meetings.
Option- Graduate
A specific course of study within a graduate degree program.
Option- Undergraduate
One of several approved alternative structures by which the undergraduate major program
requirements may be met. A substantial core of courses, generally a third to half, should be
common to other options within the major program.
Professional Diploma
A type of degree program which focuses on developing a core set of knowledge and
competencies in students so that they are prepared for a specific job or certified in specific
skills.
Program Approval
A formal recognition of the University’s intent to offer a new academic program at the date
specified in the document. Program approval may be granted upon the completion of a
formal application containing feasibility and resource studies, a tentative outline of the
course of study, and other pertinent data, which then proceeds through a prescribed
curriculum process (See Section IV of this manual). All courses contained in the program
document must be approved through the normal curriculum process prior to program
approval by the University Senate.
Program or Option Admission Cancellation and/or Suspension Form
A document developed by and available through the University Senate that is used to cancel
or suspend admission to an academic program or option; it can also be used to place
admission for a program or option on hiatus.
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Second Baccalaureate Degree
To be admitted to a Second Baccalaureate Degree program, a student must have earned a
baccalaureate degree from Kean University or any other accredited four-year college or
university and must meet the admission criteria of the major program selected. Kean does
not authorize the granting of two baccalaureate degrees simultaneously. To earn a Second
Baccalaureate Degree, a student must meet all major requirements, any additional/
prerequisite course requirements and any additional University requirements for the second
degree. A minimum of 32 degree credits, including at least one-half the major requirements,
must be earned at Kean University after admission to a second baccalaureate degree program.
Candidates may take no more than six credits toward the second baccalaureate degree as nonmatriculated students at Kean University. Once a student has been accepted into the program,
all coursework must be completed at Kean University. Students will apply to the University
following procedures currently in effect for those applicants holding a baccalaureate degree,
and they will have to meet current guidelines for the academic major.
Semester Credit Hour (Credit Hour)
"Semester credit hour" means 150 minutes of academic work each week for 15 weeks in one
semester, which is typically accomplished by 50 minutes of face-to-face class activity each
week complemented by at least 100 minutes each week of laboratory or outside assignments
(or the equivalent thereof for semesters of different length) but may also be accomplished
through an equivalent amount of academic work as established by an institution, which may
include additional class time, laboratory work, internships, practical studio work, and other
forms of academic work.
Service Learning
An additional component of selected courses which provide students an opportunity to
engage in forty hours of course-related service activities in community and/or not-for-profit
agencies. Students earn one additional credit for the time devoted to community/not-forprofit service in a Service Learning component.
Service Learning Module
The one credit component of a Service Learning course that is comprised of forty hours of
service over the course of the semester. The module will focus on community/not-for-profit
service and will be integrated in various ways into the course content.
Special Offerings
Special Offerings are credit-granting or non-credit granting educational activities that involve
the faculty, professional staff, space and/or other resources identified as pertaining to the
University, (b) be offered on campus or off, (c) be self-supporting or financed through an
outside agency, (d) involve the faculty, professional staff, space or other resources identified
as pertaining to the University, from regularly scheduled classes, or (e) be scheduled at times
that do not necessarily conform to conventional class scheduling patterns (e.g., weekends,
mid-semester breaks, intensified daily sessions for specified periods of time, etc.). They are
usually identified by such terms as “workshop”, “institute”, “conference education”, or
“continuing education”. If the Special Offerings are credit granting, they must conform to
the minimum number of contact hours as defined by the appropriate accrediting agency.
Synchronous Distributed Course
84

Web-based or ITV technologies are used to extend face-to-face classroom lectures and
discussions to students at remote sites in real time.
Traditional Classroom Course
Course activity is organized around scheduled face-to-face class meetings.
Traditional Classroom Program
The program may include a mix of web-enhanced, or hybrid courses, but all courses
require some face-to-face sessions.
Transmittal Form
A standard document (See Appendix D) that must accompany all curriculum proposals or
initiatives, serve as the official record of all required approvals in the curriculum process and
must contain the signatures required for every stage of the approval process.
Travel-Learn Course
A course offered partly on-campus but mostly off-campus at a specific site. A Travel-Learn
course, which is developed in consultation with the Center for International Studies, is
generally between one and four weeks in length and offers an intensive academic experience
related to the off-campus location. Essential components of the Travel-Learn course are preand post-travel classroom sessions taught by the instructor(s) on campus.
Undergraduate Degree Program
A program composed of no less than 120 credits, which leads to a Bachelors’ Degree.
Undergraduate Major
An approved combination of undergraduate courses and/or equivalents that define the
requirements for an undergraduate degree. This usually includes 30 to 40 semester hours in a
primary discipline which provides a focus for a student’s studies. In addition, the program
specifies on the major guide sheet the total and type of credits (including General Education
courses and electives) that are necessary for the award of a degree in the undergraduate
major.
Undergraduate Minor
An approved program of study consisting of at least 18 semester hours. Content is to be
prescribed by an academic program and may or may not include electives. A minimum of six
semester hours must be from upper division, 3000-4000 level courses. A minor may be in a
single academic discipline or (effective Fall 2014) may be interdisciplinary in nature. If a
minor is in a single academic discipline, students majoring in that academic discipline may
not minor in that same discipline. No more than one-half of the credits for the minor may be
transferred from another institution. Only courses with a “C” (2.0) grade or better may be
applied to the minor.
Web-Enhanced Course
A course in which online course activity/ies complement face-to-face class sessions
without reducing the number of required class meetings.
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APPENDIX A:
REQUIREMENTS FOR UNDERGRADUATE AND GRADUATE DEGREES
•

Baccalaureate Degree Requirements
The baccalaureate degree is conferred by the authority of the Kean University Board of
Trustees. To qualify, a student must be fully matriculated in a major program of Kean
University and must complete the program as described with a minimum of 120 semester
hours of credit. A minimum of 32 degree credits, including one-half of the major
requirements, must be earned at Kean.
No course prescribed as a major requirement or a requirement for a minor program
completed at a grade lower than “C” will be counted toward the fulfillment of that
requirement. Any course initially completed at a grade of “D” and repeated according to
this policy does not earn duplicate credit toward overall degree requirements.

•

•

No course can fulfill both a major and a General Education requirement.

•

In order to graduate, all students must successfully complete either GE 1000
(Transition to Kean) or GE 3000 (Transfer Transitions) at Kean University, effective
beginning catalog year 2015-2016.

•

Except in the case of certain specifically approved academic programs, no more than
40 semester hours in a major field will count toward the total credits for graduation.

•

Fifty percent of free elective credits must be compromised of 3000-4000 level
credits.

•

Degree requirements must be completed within 10 years from the date of
matriculation. Extension of time may be considered upon written request by the
student to the appropriate College Dean.

•

A cumulative grade point average of a 2.0 or above is required for graduation. For
students in teacher preparation majors, a cumulative grade point average of 3.0 is
required for certification, effective beginning catalog year 2012-2013.

Graduate Degree Requirements
Graduate degrees and Professional Diploma are conferred by the Authority of the Kean
University Board of Trustees. To qualify, a student must be fully matriculated in a
graduate degree program of the University and have a minimum grade point average of
3.0.
With the exception of doctoral programs, degree requirements must be completed within
six years from the date of the first course applied toward the degree, which may also
include six hours of approved graduate course work earned at another accredited
institution not credited toward another degree, at a grade of “B” or better.
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Extension of time may be considered upon written request by the student to the
appropriate program coordinator for preliminary approval and the Office of the Registrar
for final approval.
APPENDIX B
FORMATS AND GUIDELINES FOR COURSE OUTLINES
I. FORMAT FOR NEW COURSE OUTLINES
In order to expedite the consideration of new courses by the College Curriculum
Committee(s), all proposals for new courses must be submitted in one of the two formats
outlined below (depending on whether the course is to be included in the General Education
Program). These are the minimum criteria and information for course outlines. Additional
criteria and information, (for example that required by accrediting bodies such as CAEP)
may necessitate inclusion in the course outline. The course number should be predetermined by the School/Program/Department (and with consultation from the Registrar’s
Office) in accordance with the guidelines of the University Curriculum Committee as to
level. Course outlines not in the proper form will be returned to the School/Program/
Department for revision prior to substantive consideration.
NOTE 1: Student Learning Outcomes (formerly known as Course Objectives)
The Middle States Commission on Higher Education requires that course-level expected
student learning outcomes (formerly known as course objectives) be included in course
documents (e.g. course outlines and syllabi). These are specific to the course and are aligned
to the program’s assessment plan. Please ask your program’s coordinator, departmental/
school Executive Director, or departmental/school Chair to provide you with the assessment
plan of the program this course supports.
Student learning outcome statements should be specific, measurable, begin with an action
verb, and reflect higher-order thinking.
Example:
At the completion of the course students will demonstrate the ability to:
•

Analyze the dynamics of the classroom and school setting and inform
instructional practices and decisions to increase academic achievement of K-12
students.

NOTE 2: Distance Learning Guidelines (if applicable)
Courses where 20% or more of face-to-face traditional class time is replaced with an
alternative equivalent online activity must adhere to the following:*
•

The Course Outline must detail how student learning outcomes will be assessed utilizing
comparable assessment tools across different modalities of instruction (i.e. face-to-face,
hybrid, and online).
87

•

The Course Outline must contain language that is applicable to all modalities of
instruction
*DL Course Designation Guidelines approved by the University Senate, 06/17/2015
B.1 FORMAT FOR NON-GENERAL EDUCATION COURSE OUTLINES

PAGE 1
Date:
Course Number:
Semester Credit Hours:
Prerequisites:
Limitations on Enrollment: (if appropriate)
Course Designation(s): (Please select as applicable)
□ Required
⬜ Elective
□ Experimental
⬜ Continuing Education
□ Distance Learning Course Offerings
(20% or more of traditional face-to-face class time is
replaced with alternative equivalent online activity)

Catalog Description
The catalog description should briefly summarize what students will learn in the course in a
succinct and concise manner.
PAGE 2 (and Successive Pages)
•

Student Learning Outcomes (formerly known as Course Objectives)
Upon completion of this course, students will be able to:
•
•
Etc.
•

Course Content
•
•
• Etc.

•

Methods of Instruction
•
•
Etc.

•

Methods of Assessment (Direct Measures of Student Learning)
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Describe the assessments that will be used to evaluate student learning with
respect to the course student learning outcomes (formerly known as course
objectives) and how these assessments are weighted in determining the final
grade. These may include quizzes, tests, exams, papers, projects, participation,
performances/products, in-class exercise such as group work, discussion,
simulations or labs. Inclusion of an explicit Grading Scale is optimal.
•
•
•
•

Etc.

Suggested Texts
•
•
• Etc.
(Alphabetized using the following suggested form:
Campbell, William G. Form and Style in Thesis Writing.
3rd ed. Rev., New York: Houghton Mifflin Company, 1999.)

VI.

Bibliography

(Alphabetized using the style manual cited in section V. above to include both print and
non-print resources as appropriate. Other standard style manuals may be substituted).
B.2 FORMAT FOR GENERAL EDUCATION COURSE OUTLINES
NOTE: The format for course outlines for general education (GE) courses is the same
as that for non-GE courses. Proposers of GE course need to complete the Addendum
below in addition to the regular course outline.
Kean University
GE Course Development Form
Addendum to UCC Course Guidelines
Please complete this form and attach it to the UCC course outline if you wish to have the proposed
course considered as part of the Kean University General Education (GE) curriculum.

For GE courses, General Education Student Learning Outcomes (SLOs) need to be
assessed. For further information on General Education Student Learning Outcomes, see
www.kean.edu/sgs

89

PLEASE INDICATE GE COURSE TYPE:
GE CAPSTONE
;

GE FOUNDATION
GE DISTRIBUTION- HUMANITIES AREA (GEHU)
GE DISTRIBUTION- SOCIAL SCIENCES AREA (GESS)
GE DISTRIBUTTION- SCIENCE & MATHEMATICS AREA (GESM)
GE DISTRIBUTION- HEALTH & PHYSICAL EDUCATION AREA (GEHPE)

1. Please identify the GE student learning outcomes (SLOs) that will be assessed in this course
using the GE rubrics for those SLOs. Note: Please select at least 2 but no more than 3 SLOs
to assess per course.


GE SLO
1. Transdisciplinarity
2.

Critical Thinking

3.

Quantitative Literacy

4.

Communication
Literacies
Information and
Technology Literacies
Active Citizenship

5.
6.
7.
8.

Ethical Judgment and
Integrity
Diversity

Definition
The ability to integrate knowledge and methods from different fields to
address historical or contemporary questions.
The ability to utilize reflective analysis to draw informed conclusions.
The ability to utilize numerical data accurately and effectively to address
real world problems.
The ability to speak and write effectively to convey an evidence-based
argument.
The ability to utilize information and communications technology
critically and effectively in a rapidly changing world.
A commitment to lifelong civic engagement at a local, national and/or
global level.
The ability to draw responsible conclusions from ethical questions to
guide personal conduct.
A commitment to promote inclusivity in a diverse world.
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2. Please indicate which of the course objectives specified in this UCC course outline aligns
with the GE SLOs to be assessed in the course.
A. Course learning outcome: (formerly known as course objective) :
GE SLO:
B. Course learning outcome: (formerly known as course objective)
GE SLO:
C. Course learning outcome: (formerly known as course objective)
GE SLO:
3. Please list and describe the active teaching and learning methods used in this course.
Note: Use of active teaching and learning methods is a core requirement for all GE courses.
Some examples of such methods include: student-led discussions or demonstrations,
fieldwork, out-of-classroom experiences, jigsaw procedures, and collaborative learning
groups. See Major, Harris, & Zakrajsek (2016), Teaching for Learning, for additional indepth examples and resources.

4. Please describe the student work samples to be used for assessment of GE SLOs.
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APPENDIX C
UNIVERSITY POLICY ON THE NUMBER OF CREDITS PERMITTED
IN THE MAJOR FIELD
Developed by the University Curriculum Committee in the Fall of 1976 and then approved
by the University Senate on March 8, 1977.
Basic Principles
1.

The University Curriculum Committee firmly believed in the principle of a broad
liberal core as the basis for a college education.

2.

The University Curriculum Committee sees the major field as a specialization in the
students, field of interest, normally compromising between 30 and 40 semester hours.

3.

The University Curriculum Committee recognizes that the demands of such
specialized training may require beyond the minimum 120 semester hours required
for graduation.

4.

The University Curriculum Committee feels that the refinement of these
considerations depends upon the findings and action of the Ad Hoc Committee on the
General Education component. Additionally the College Curriculum Committee
recognizes the long term need to redefine the major requirements for every
specialization and every major.

5.

The University Curriculum Committee recognizes that implementation of the above
recommendations is closely allied with further development of School/Departmental
and College advisement.

6.

The University Curriculum Committee considers accreditation as an acceptable
standard for raising the forty-credit hour limit in career oriented programs that must
meet State licensing standards. However, the Committee feels that, if accreditation is
accepted as a standard, the following safeguards should be implemented:
•

All changes in the forty –credit hour limit should be approved by the University
Curriculum Committee and forwarded to the University Senate for its approval.

•

This committee and the University Senate should determine whether the standards
of accrediting agencies are recommendations or requirements.

•

In meeting accreditation requirements, the use of existing resources from other
departments should be utilized.

•

Students should still be allowed the option of taking the minimum number of
requirements with the major.
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More specifically, the University Curriculum Committee recognizes that a number of
students may benefit from taking courses in their specialization over the current forty-credit
hour limit.
The University Curriculum Committee recommends that the Schools/Departments
experiencing problems in this regard work out interdisciplinary arrangements with other
Schools/Departments on campus, whereby students may take related courses given by these
Schools/Departments. The recommendation of the Schools/Departments whose students
would benefit from these interdisciplinary arrangements for accreditation purposes should be
submitted for review and approval to the University Curriculum Committee.
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APPENDIX D
KEAN UNIVERSITY TRANSMITTAL FORMS
The following transmittal forms are to be attached to all documents (program and course
documents, as appropriate) seeking approval through the curriculum process, prior to their
submission to the University Senate Office (Hutchinson 337). Reminder: all curricular
items must be submitted to the Senate Office for routing; do not send them directly to
the committee chairpersons.
Electronic copies of each form are available for download from the Senate website. Type in
(www.kean.edu/~senate) and click on the ―Curriculum Manual Forms‖ link. These forms
must be complete and submitted in both electronic and paper formats. The different forms
are as follows:
D.1 Undergraduate Program Transmittal Form (pages one and two)
D.2 Graduate Program Transmittal Form (pages one and two)
D.3 Disciplinary and Multidisciplinary Course Transmittal Form (not to be used for General
Education or Distance Learning Education) (pages one and two)
D.4 General Education Course Transmittal Form
D.5 Distance Learning Course Transmittal Form
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APPENDIX D. 1 UNDERGRADUATE PROGRAM TRANSMITTAL FORM
KEAN UNIVERSITY: THE UNIVERSITY SENATE
Must be Submitted to the Senate Office in Both Electronic and Paper Format as Required
Contact Person:
School/Department/Program:

Phone:
e-mail:

This is the Original Program Proposal:

Full Title of Program Proposal:

This is a Revision:

Rev No.

Previous Title: (if appropriate)
Abbreviated Title (30 characters or less)
Proposed Date of Implementation (semester, year)
PROPOSED ACTION
Approval of

Revision of

New Major Program
New Option in Program
Program
New Minor Program
New Certification Program
Program
New Non-Degree Program
Program
Special Offering

Discontinuation of

Major Program

Major Program

Option in Program

Option in

Minor Program
Collateral Program
Certification Program

Minor Program
Collateral Prog.
Certification

Non-Degree Program

Non-Degree

Special Offering

Other Action (specify e.g., conversion of degree designation; conversion of option to major program)

ACTION AND SIGNATURES
Affected School/Department/Program Signature Sheets attached as p. 2 or 3 (as appropriate)
Yes

No

School/Departmental/Program Action (complete p. 2 if approval by more than one
School/Department/Program is required)
School/Department/Program:

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Department/Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)
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Date

Dean’s Action (complete p. 2 if approval by more than one dean is required)
Dean’s Approval

Date

GE Committee Chairperson

Approval Date

UCC Chairperson

Approval Date
University Senate Action

Approved by University Senate (if required)

Yes

No

Approval Date

University Senate Chairperson

Date

Presidential Approval

Date

Approved by Board of Trustees (if appropriate)

Yes

No

Approval Date

Chairperson of the Board of Trustees

Date

Completed and approved proposal received by Senate Office

Date

D.1 UNDERGRADUATE PROGRAM TRANSMITTAL FORM- PAGE TWO
KEAN UNIVERSITY: THE UNIVERSITY SENATE
To be completed and attached only if the approval process involves or affects more than one
School/Department/Program and/or College

School/Departmental/Program Action (continued from page one)
School/Department/Program:
(Yes/No/Abstain/Absent):

School/Department/Program Approval

School/Department/Program Curriculum Chair (signature)

Yes

Approval Date
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No Vote

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:
(Yes/No/Abstain/Absent):

Date

School/Department/Program Approval

Yes

School/Department/Program Curriculum Chair (signature)

No Vote
Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:
(Yes/No/Abstain/Absent):

Date

School/Department/Program Approval

School/Department/Program Curriculum Chair (signature)

Yes

No Vote
Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date

Dean’s Action (continued from page one)
2nd College Dean’s Receipt (signature)

Date _

3rd College Dean’s Receipt (signature)

Date

4th College Dean’s Receipt (signature)

Date

_

If more than one Dean’s signature is required, these signatures must be obtained before submission to the University
Senate Office for final distribution.
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APPENDIX D. 2 GRADUATE PROGRAM TRANSMITTAL FORM
KEAN UNIVERSITY: THE UNIVERSITY SENATE
Must be submitted to the Senate Office in both electronic and paper format - paper copies required
Contact Person:
School/Department/Program:

Phone:
e-mail:

This is the Original Program Proposal:

This is a Revision:

Rev No.

Full Title of Program Proposal:
Previous Title: (if appropriate)
Abbreviated Title (30 characters or less)

Proposed Date of Implementation (semester, year)
PROPOSED ACTION
Approval of

Revision of

Discontinuation of

New Degree Program

Degree Program

Degree Program

New Option in Program

Option in Program
Certification Program
Non-Degree Program

Option in Program
Certification Program
Non-Degree Program

New Certification Program

Special Offering

New Non-Degree Program
Special Offering
Other Action (specify)

ACTION AND SIGNATURES
Affected School/Department/Program Signature Sheets attached as p. 2 or 3 (as appropriate)
Yes

No
School/Departmental/Program Action (complete p. 2 if approval by more than one
School/Department/Program is required)

School/Department/Program:

School/Department/Program Approval

Yes

Vote (Yes/No/Abstain/Absent):
School/Department/Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date

98

No

Dean’s Action (complete p. 2 if approval by more than one dean is required)

Dean’s Approval

Date

GE Committee Chairperson

Approval Date

UCC Chairperson

Approval Date
University Senate Action

Approved by University Senate (if required)

Yes

No

Approval Date

University Senate Chairperson

Date

Presidential Approval

Date

Approved by Board of Trustees (if appropriate)

Yes

No Approval Date

Chairperson of the Board of Trustees

Date

Completed and approved proposal received by Senate Office
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Date

D.2 GRADUATE PROGRAM TRANSMITTAL FORM- PAGE TWO
KEAN UNIVERSITY: THE UNIVERSITY SENATE
To be completed and attached only if the approval process involves or affects more than one
School/Department/Program and/or college

School/Departmental/Program Action (continued from page one)
School/Department/Program:

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Department/Program Curriculum Chair (signature)

Approval Date

School/Dept./Program/Chairperson, Program Coordinator, or Executive Director
(print name)
School/Department/Program:

(signature)

Date

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):

School/Department/Program Curriculum Chair (signature)

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)
School/Department/Program:

(signature)

Date

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Department/Program Curriculum Chair (signature)

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date
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Dean’s Action (continued from page one)

2nd College Dean’s Receipt (signature)

Date _

3rd College Dean’s Receipt (signature)

Date

4th College Dean’s Receipt (signature)

Date

_

If more than one Dean’s signature is required, these signatures must be obtained before submission to the University
Senate Office for final distribution.

APPENDIX D.3 COURSE TRANSMITTAL FORM
KEAN UNIVERSITY: THE UNIVERSITY SENATE

Disciplinary and Multidisciplinary Courses
(Do not use this form for General Education or Distance Education courses)
Must be Submitted to the Senate Office in Both Electronic and Paper Format as Required
Contact Person:
School/Department/Program:

Phone:
e-mail:

This is the Original Course Proposal

This is a Revision

School/Department/Program Abbreviation:
Full Title of Course:
Previous Title (if appropriate):
Course Capacity:

Course No.

Rev No.

Credits:

Course Prerequisites:

Abbreviated Title (30 characters or less)
Proposed Date of implementation (semester year)
Grade Type:

Reg.

P/F

Does this course replace another course? YES
Effective term

CG/NC (Grad)
NO

If YES, which course

Is this course equivalent to any other course(s) YES NO If YES, which course(s)
Semester Credit Hours for this course were reviewed by the College Curriculum Committee
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PROPOSED ACTION
Approval of New Course*
Add Service Learning Module
Deletion of Course*
Other (specify)

Revision of Existing Course
Type I
Type II
Course Title Change
Course Number Change
Catalog Description Change
Other
*( If change affects a program, the program(s) must be submitted to the UCC)
ACTION AND SIGNATURES
Affected School/Department/Program Signatures on p.2 (Requires Chairs signatures only)

Yes

School/Departmental/Program Action (complete p. 2 if approval by more than one
School/Department/Program is required)
School/Department/Program:

School/Department/Program Approval

Yes

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date
College Curriculum Committee Action (use p. 2 if it requires approval by more than one College)
College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

College Curriculum

BPM

NWGC

COE

NAHS

ARCH/DSN

Committee Chairperson

Approved

NJCSTM
Date

Returned for Revision

Rejected

Deans Action (complete p. 3 if receipt by more than one dean is required)
College Dean’s Receipt (signature)

Date

Complete and approved course document received by Senate Office
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Date

No

No

COURSE TRANSMITTAL FORM – PAGE 2
KEAN UNIVERSITY: THE UNIVERSITY SENATE
To be completed and attached only if the approval process involves or affects more than one
School/Department/Program and/or college
School/Departmental/Program Action (continued from page one)
School/Department/Program:

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program/ Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:

Date

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:

Date

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date

College Curriculum Committee Action (continued from page one)
2nd College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN
Date
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NJCSTM
Approved

3rd College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN

NJCSTM

Date

Approved

4th College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN
Date

NJCSTM
Approved

Dean’s Action (continued from page one)

2nd College Dean’s Receipt (signature)

Date _

3rd College Dean’s Receipt (signature)

Date

4th College Dean’s Receipt (signature)

Date

_

If more than one Dean’s signature is required, these signatures must be obtained before submission to the University
Senate Office for final distribution
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APPENDIX D.4
General Education COURSE TRANSMITTAL FORM
KEAN UNIVERSITY: THE UNIVERSITY SENATE

Must be Submitted to the Senate Office in Both Electronic and Paper Format as Required
Contact Person:
School/Department/Program:

Phone:
e-mail:

This is the Original Course Proposal

This is a Revision

School/Department/Program Abbreviation:
Full Title of Course:
Previous Title (if appropriate):
Course Capacity:

Rev No.

Course No.

Credits:

Course Prerequisites:

Abbreviated Title (30 characters or less)
Proposed Date of implementation (semester year)
Grade Type:

Reg.

P/F

CG/NC (Grad)

Does this course replace another course? YES
Effective term

NO

If YES, which course

Is this course equivalent to any other course(s) YES NO If YES, which course(s)
Semester Credit Hours for this course were reviewed by the College Curriculum Committee
PROPOSED ACTION
Approval of New Course for inclusion in GE Program*
Addition of Existing Course to GE Program
Addition of service Learning Module to a GE Course
Removal of a Course from GE Program

Revision of Existing Course
Type I
Type II
Course Title Change
Course Number Change
Catalog Description Change
Other
*(If change affects a program, the program(s) must be submitted to the UCC)
ACTION AND SIGNATURES
Affected School/Dept./Program/ Signatures on p.2 (Requires Chairs signatures only)
Yes
No
School/Dept./Program Action (complete p. 2 if approval by more than one School/Department/Program
is required)
School/Dept./Program

School/Dept./Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date
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School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date

College Curriculum Committee Action (use p. 3 if it requires approval by more than one College)
College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

College Curriculum

BPM

NWGC

COE

NAHS

ARCH/DSN

NJCSTM

Committee Chairperson

Approved

Date

Returned for Revision

Rejected

General Education Committee Action
General Education Committee Chairperson
Approved

Date
Returned for Revision

Rejected

Deans Action (complete p. 3 if receipt by more than one dean is required)
College Dean’s Receipt (signature)
Provost Approval:

Date
Date

Complete and approved course document received by Senate Office
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Date

D.4 GENERAL EDUC COURSE TRANSMITTAL FORM – PAGE 2
KEAN UNIVERSITY: THE UNIVERSITY SENATE
To be completed and attached only if the approval process involves or affects more than one
School/Department/Program and/or college
School/Departmental/Program Action (continued from page one)
School/Department/Program:

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):

School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:

Date

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):

School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:

Date

School/Department/Program Approval

Yes

Vote (Yes/No/Abstain/Absent):

School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date
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No

College Curriculum Committee Action (continued from page one)
2nd College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN

NJCSTM

Date

Approved

3rd College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN

NJCSTM

Date

Approved

4th College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN
Date

NJCSTM
Approved

Dean’s Action (continued from page one)

2nd College Dean’s Receipt (signature)

Date _

3rd College Dean’s Receipt (signature)

Date

4th College Dean’s Receipt (signature)

Date

_

If more than one Dean’s signature is required, these signatures must be obtained before submission to the University
Senate Office for final distribution
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APPENDIX D.5 DISTANCE LEARNING COURSE TRANSMITTAL FORM
KEAN UNIVERSITY: THE UNIVERSITY SENATE
(For courses seeking DL designation, which includes those formally designated External Education courses)
Must be Submitted to the Senate Office in Both Electronic and Paper Format as Required
Contact Person:
School/Department/Program:

Phone:
e-mail:

This is the Original Course Proposal

This is a Revision

School/Department/Program Abbreviation:
Full Title of Course:
Previous Title (if appropriate):
Course Capacity:

Course No.

Rev No.

Credits:

Course Prerequisites:

Abbreviated Title (30 characters or less)
Proposed Date of implementation (semester year)
Grade Type:
Reg.
P/F
CG/NC (Grad)
Semester Credit Hours for this course were reviewed by the College Curriculum Committee
PROPOSED ACTION**
Add DL Designation to Existing Course
Add Hybrid Module
Add Fully online Module
Removal of DL Designation
Other (specify)

*(If change affects a program, the program(s) must be submitted to the UCC)
**(If any other course actions are taken simultaneously, e.g. course creation or revision, the appropriate additional
transmittal form should also accompany this proposal)
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ACTION AND SIGNATURES
Affected School/Dept./Program Signatures on p.2 (Requires Chairs signatures only)
Yes
No
School/Dept./Program Action (complete p. 2 if approval by more than one School/Department/Program
is required)
School/Dept./Program:
School/Dept./Program Approval
Yes
No
Vote (Yes/No/Abstain/Absent):

School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date

DL Committee Chairperson (signature)

Date

College Curriculum Committee Action (use p. 2 if it requires approval by more than one College)

College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

ARCH/DSN

College Curriculum Committee Chairperson
Approved
Returned for Revision

NJCSTM

Date
Rejected

Deans Action (complete p. 2 if receipt by more than one dean is required)
College Dean’s Receipt (Signature)

Date

Completed and approved course document received by Senate Office

Date
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D.5 DISTANCE LEARNING COURSE TRANSMITTAL FORM – PAGE 2
KEAN UNIVERSITY: THE UNIVERSITY SENATE
To be completed and attached only if the approval process involves or affects more than one
School/Department/Program and/or college
School/Departmental/Program Action (continued from page one)
School/Department/Program:

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:

Date

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:

Date

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date

College Curriculum Committee Action (continued from page one)
2nd College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN
Date
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NJCSTM
Approved

3rd College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN

NJCSTM

Date

Approved

4th College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN
Date

NJCSTM
Approved

Dean’s Action (continued from page one)

2nd College Dean’s Receipt (signature)

Date _

3rd College Dean’s Receipt (signature)

Date

4th College Dean’s Receipt (signature)

Date

_

If more than one Dean’s signature is required, these signatures must be obtained before submission to the University
Senate Office for final distribution

D.5 DISTANCE LEARNING COURSE TRANSMITTAL FORM – PAGE 3
KEAN UNIVERSITY: THE FACULTY SENATE
For courses seeking DL designation, which includes those formally designated External Education courses

Please include the Distance Learning Provisional Approval/Approval application with this transmittal form.
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APPENDIX E: Flow Charts for Kean University Curriculum
Procedures
I. Approval of New Undergraduate Degree Program and Graduate Degree
Program
A. School/Department
Approval
Curriculum Committee and then entire
Dept./School
B. Additional Affected Schools/Depts.
Approval as needed
(if applicable)
C. Dean
Approval
D. General Education Committee (for
Undergraduate Degree Programs only)
E. University Curriculum Committee

Approval

F. University Senate

Approval

G. President

Approval

H. Board of Trustees

Approval

I. Provost’s Office

Notify other institutions and
summarizes responses

Approval

J. Review by the NJ Presidents’
Council

II. Approval of New Option in an Undergraduate Major or Graduate Degree Program
A. School/Department/Program
Curriculum Committee and then
entire School/Dept./Program
B. Additional Affected
Schools/Depts. (if applicable)
C. Dean
D. General Education Committee
(for undergraduate option only)

Approval

Approval as needed
Approval
Approval
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E. University Curriculum
Committee

Approval

F. Chair of the University Senate

Review, Sign Off and University Senate
Notification
Notify President, Board of Trustees, AIC/NJ
Presidents’ Council

G. Provost’s Office

III. Approval of New Certification Programs, New Minor Programs, and New
Non-Degree Programs
Approval
A. School/Department/Program
Curriculum Committee and then
entire School/Dept./Program
B. Additional Affected Schools/
Approval as needed
Depts. (if applicable)
C. Dean
Approval
Review and Recommendations
D. General Education Committee
(for undergraduate programs only)
E. University Curriculum Committee

Approval

F. Chair of University Senate

Review, Sign off, University Senate
notification
Coordinate implementation

G. Provost’s Office

IV. Approval of Conversion of Academic Program Option to Full Academic Program/Major
A. School/Department/Program
Curriculum Committee and then
entire Dept./Program/School
B. Additional Affected
Schools/Depts. (if applicable)
C. Dean

Approval

D. General Education Committee
(for undergraduate programs
only)

Review and Recommendations

E. University Curriculum
Committee

Approval

F. Chair of the University Senate

Review, Sign Off, University Senate Notification

Approval as needed
Approval
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G. Provost’s Office

Notify President, Board of Trustees, AIC/NJ
Presidents’ Council

V. Approval of Conversion of Degree Designation
A. School/Department/Program
Approval
Curriculum Committee and then
entire School/Dept./Program
B. Additional Affected
Approval as needed
Schools/Depts. (if applicable)
C. Dean
Approval
D. General Education Committee

Review and Recommendations

E. University Curriculum Committee

Approval

F. Chair of University Senate

Review, Sign off, University Senate
notification
Coordinate implementation and send
letters/notification to AIC/ NJ
Presidents’ Council

G. Provost’s Office

VI. Approval of Program Revisions that Do Not Affect Program Content
A. School/Department/Program
Approval
Curriculum Committee and then
entire School/Dept./Program
B. Dean
Approval
C. University Curriculum
Committee

Approval

D. Chair of the University Senate

Review, Sign Off and University Senate
Notification

E. Provost’s Office

Coordinate implementation
Notify President, Board of Trustees (if necessary)

VII. Approval of Program Revisions that Affect Program Content
A. School/Department/Program
Approval
Curriculum Committee and then
entire School/Dept./Program
B. Additional Affected Schools/
Approval as needed
Depts. (if applicable)
C. Dean
Approval
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D. General Education Committee (if
revision involves GE-related
changes)
E. University Curriculum Committee

Review and Recommendations

F. Chair of University Senate

Review, Sign off, University Senate
notification
Coordinate implementation; Notify
President, Board of Trustees (if
necessary)

Approval

G. Provost’s Office

VIII. Approval of Discontinuation of Admission for Program/Option
A. School/Department/Program
Approval
Curriculum Committee and then
entire Dept./Program/School
B. Additional Affected
Approval as needed
Depts./Schools (if applicable)
C. Dean
Approval
D. University Curriculum
Committee

Approval

E. Chair of the University Senate

Approval by University Senate

F. Provost’s Office

Notify President, Board of Trustees, AIC/ NJ
Presidents’ Council

IX Approval of Discontinuation of Degree/Major Program, Program Option,
Minor, Certificate Program, Etc.
A. School/Department/Program
Approval
Curriculum Committee and then
entire School/Dept./Program
B. Additional Affected
Schools/Depts. (if applicable)

Approval as needed

C. Dean
D. General Education Committee

Approval
Notification (for undergraduate level
only)

E. University Curriculum Committee

Approval

F. Chair of University Senate

University Senate Approval
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G. Provost’s Office

Coordinate implementation; Notifies
AIC within appropriate time frame
Approval- for full undergraduate or
graduate degree programs
Approval- for full undergraduate or
graduate degree programs

H. President
I.

Board of Trustees

X. Major Restructuring of GE Program Preliminary Review Process
A.University Planning Council
Review
B. General Education Committee

Review

C. Office of Accreditation and
Assessment

Review

D. University Curriculum
Committee

Review

E. University Senate

Review and Open Hearings

XI. Approval Process Major Restructuring of GE Program
A.University Senate
Approval
B. Provost’s Office

Approval

C. University President

Approval

D. Board of Trustees
E. Provost’s Office

Approval
Coordination of Implementation

F. Guide Sheet Approval Process
•
•
•
•
•

School/Department/Program
Dean
GE Committee
UCC
University Senate

Approval
Approval
Approval
Approval
Approval and Maintenance of Guide Sheets

XII. Approval Program Revisions Within the Existing General Education Structure
A. General Education Committee
Approval
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B. University Curriculum Committee

Approval

C. University Senate
D. Provost’s Office
E. University President
F. Provost’s Office

Approval
Approval
Approval
Coordinate implementation
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XIII. Approval Proposed General Education Encumbrances or Changes in Encumbrances

A. School/Department/Program

Approval

B General Education Committee

Approval

C. Dean

Approval

D. University Curriculum
Committee

Approval

E. Chair of the University Senate

Review, Sign Off and University Senate
Notification

F. Provost’s Office

Notify President, Board of Trustees

XIV. Approval of New Undergraduate and Graduate Courses
A. School/Department/Program
Approval
B. College Curriculum Committee

Approval

C. Dean
D. University Senate

Coordinate
Stores courses

XV.

Approval of New Interdisciplinary Courses
A.
School(s)/Department(s)/Program(s)

Approval

B. College Curriculum Committee(s)

Approval

C. Dean(s)
E. University Senate

Coordinate
Stores courses

XVI. Approval of Fully Online and Hybrid Type II Courses for Distance Learning (Courses Already Exist)
A. School/Department/Program

Approval

B. College Curriculum Committee

Approval

C. Dean

Review and Sign

D. Distance Learning Committee

Review and Initial Approval
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E. Center for Online Learning

Review, Approval, Coordination with
Outside Course Developer
Second Review and Approval
Coordinate Implementation;
Maintenance of Course
Assigns Distance Learning (DL) code
to course

F. Distance Learning Committee
G. University Senate
H. Registrar’s Office

XVII. Approval of Hybrid Type I, Synchronous Distributed Courses for Distance Learning (Courses Already Exist)
A. School/Department/Program

Approval

B. College Curriculum Committee

Approval

C. Dean

Review and Sign

D. Distance Learning Committee

Notification

E. University Senate

Coordinate Implementation;
Maintenance of Course
Assigns Distance Learning (DL) code
to course

F. Registrar’s Office
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XVIII. Approval of Travel-Learn Course (Note: consultation with Center for
International Studies occurs before course approval process)
A.School/Dept./Program

Approval

B. College Curriculum
Committee

Approval

C. Dean

Sign and Facilitate
Implementation

XIX. Revisions of Courses
A.School/Dept./Program

Approval

B. College Curriculum
Committee

Approval

C. Dean

Review and Sign

D. University Senate

Stores courses

XX. Designation of Courses as GE Courses
A.School/Dept./Program

Approval

B. College Curriculum
Committee

Approval

C. General Education
Committee

Approval

D. Dean

Review and Sign

E. Provost/VPAA Office
& University
Senate

Coordinate implementation
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XXI. Discontinuation of Courses
A. School/Dept./Program

Approval

B. College Curriculum
Committee

Notification

C. General Education
Committee

Notification for non-GE courses;
Agreement between sponsoring
Dept./Program/School and GE
Committee required for GE Courses
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Appendix 8.3A Course-Transmittal
COURSE TRANSMITTAL FORM
KEAN UNIVERSITY: THE UNIVERSITY SENATE
Disciplinary and Multidisciplinary Courses
(Do not use this form for General Education or Distance Education courses)
Must be Submitted to the Senate Office in Both Electronic and Paper Format as Required
Contact Person:
School/Department/Program:

Phone:
e-mail:

This is the Original Course Proposal

This is a Revision

Rev No.

School/Department/Program Abbreviation:Course No.
Full Title of Course:
Previous Title (if appropriate):
Course Capacity:

Credits:

Course Prerequisites:

Abbreviated Title (30 characters or less)
Proposed Date of implementation (semester year)
Grade Type:

Reg.

P/F

CG/NC (Grad)

Does this course replace another course? YES
Effective term

NO

Is this course equivalent to any other course(s) YES NO

If YES, which course

If YES, which course(s)

Semester Credit Hours for this course were reviewed by the College Curriculum Committee
PROPOSED ACTION
Approval of New Course*
Add Service Learning Module
Deletion of Course*
Other (specify)

Revision of Existing Course
Type I
Type II
Course Title Change
Course Number Change
Catalog Description Change
Other
*(If change affects a program, the program(s) must be submitted to the UCC)
ACTION AND SIGNATURES
Affected School/Department/Program Signatures on p.2 (Requires Chairs signatures only)

Yes

School/Departmental/Program Action (complete p. 2 if approval by more than one
School/Department/Program is required)
School/Department/Program:

School/Department/Program Approval

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date

Yes

No

No

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date

COURSE TRANSMITTAL FORM – PAGE 2
KEAN UNIVERSITY: THE UNIVERSITY SENATE
College Curriculum Committee Action (use p. 3 if it requires approval by more than one College)
College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

College Curriculum

NWGC

COE

NAHS

ARCH/DSN

Committee Chairperson

Approved

NJCSTM
Date

Returned for Revision

Rejected

Deans Action (complete p. 3 if receipt by more than one dean is required)
College Dean’s Receipt (signature)

Date

Complete and approved course document received by Senate Office

Date

To be completed and attached only if the approval process involves or affects more than one
School/Department/Program and/or college
School/Departmental/Program Action (continued from page one)
School/Department/Program:

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program/ Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

School/Department/Program:

Date

School/Department/Program Approval

Yes

No

Vote (Yes/No/Abstain/Absent):
School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)
School/Department/Program:
Vote (Yes/No/Abstain/Absent):

(signature)
School/Department/Program Approval

Date
Yes

No

School/Dept./Program Curriculum Chair (signature_

Approval Date

School/Dept./Program Chairperson, Program Coordinator, or Executive Director
(print name)

(signature)

Date

COURSE TRANSMITTAL FORM – PAGE 3
KEAN UNIVERSITY: THE UNIVERSITY SENATE
College Curriculum Committee Action (continued from page one)
2nd College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision

ARCH/DSN

NJCSTM

Date

Approved

Rejected

3rd College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

NAHS

College Curriculum Committee Chairperson
Returned for Revision
Rejected

ARCH/DSN

NJCSTM

Date

Approved

4th College Curriculum Committee Where Course Proposal Needs Approval
HSS

SVPA

BPM

NWGC

COE

College Curriculum Committee Chairperson
Returned for Revision
Rejected

NAHS

ARCH/DSN
Date

NJCSTM
Approved

Dean’s Action (continued from page two)

2nd College Dean’s Receipt (signature)

Date _

3rd College Dean’s Receipt (signature)

Date

4th College Dean’s Receipt (signature)

Date

_

If more than one Dean’s signature is required, these signatures must be obtained before submission to the University
Senate Office for final distribution

Appendix 8.3B General-Education-Transmittal Form

SPRING 2021

GENERAL EDUCATION COURSE TRANSMITTAL FORM
KEAN UNIVERSITY: THE UNIVERSITY SENATE

Must be submitted to the Senate Office in Electronic Format as Required
Contact Person: ______________________________________________Phone:__________________________ Email:_________________
School Department / Program:_____________________________________________________________________________________
☐ This is the original Course proposal

☐ This is a revision

Revision No. ____________

School Department / Program Abbreviation: _____________ Course No. ________________

Credits: ____________

Full Title of Course: _____________________________________________________________________________________________________
Previous Title (if appropriate): _______________________________________________________________________________

☐ N/A

Course Capacity: ______________________
Course Prerequisites: ______________________________________________Course Co-Requisite ______________________________
Abbreviated Title (30 characters or less): _____________________________________________________________________________
Proposed Date of Implementation:___________________________________
Grade Type:

☐ Regular

Does this course replace another courses?

☐ Pass / Fail

☐ Yes

☐ No

If yes, which course: _____________________________________
Is this course equivalent to any other course(s)

☐ Yes

☐ CG / NC (Grad)

Effective Term: _____________________________
☐ No

If yes, which course: _____________________________

☐ Semester Credit Hours for this course were reviewed by the College Curriculum Committee
☐
☐
☐
☐

PROPOSED ACTION
Approval of New Course for inclusion in GE Program
Addition of Existing Course to GE Program
Addition of service Learning Module to a GE Course
Removal of a Course from GE Program

☐

Other_________________________________________________

☐
☐
☐
☐
☐
☐

Revision of Existing Course
Type I
Type II
Course Title Change
Course Number Change
Catalog Description Change

*If change affects a program, the program(s) must be submitted to the UCC
ACTION AND SIGNATURES
Affected School / Department Program Signatures on p. 2 (Requires Chairs Signature only)

☐ Yes ☐ No

School / Departmental / Program Action
(Complete p. 2 if approval by more than one School / Department / Program is required)

School / Department / Program: _____________________________________________________________________________________
School / Department Program Approval
Vote Total: _______ YES

__________ NO

☐ Yes ☐ No
_________ Absent

School / Department / Program Curriculum Chair __________________________________Date:_________________________
Department Chairperson, Program Coordinator or Executive Director: ____________________________________________
Signature: _________________________________________________________________________

GE Course Transmittal Form_March_2020

Date: ________________________

SPRING 2021
GENERAL EDUCATION COURSE TRANSMITTAL FORM – Page 2
KEAN UNIVERSITY: THE UNIVERSITY SENATE

College Curriculum Committee Action (use next page if it requires approval by more than one College)
College Curriculum Committee where course proposal needs approval:
☐ CLA

☐ SVPA

☐ BPM

☐ NWGC

☐ COE

☐ NAHS

☐ MGC

☐ NJCSTM

College Curriculum Committee Chairperson: Click or tap here to enter text. Date: Click or tap to enter a date.
☐ Approved

☐ Return for revision

☐ Rejected

General Education Committee Action
General Education Committee Chairperson: ____________________________________________________Date: _____________
☐ Approved

☐ Return for revision

☐ Rejected

Dean’s Action (complete p. 3 if receipt by more than one Dean is required)
College Dean’s Receipt: ________________________________________________________________Date: ___________________________
Provost Approval:_______________________________________________________________________Date: ___________________________
Completed and approved course document received by Senate Office ____________Date: Click or tap to enter a date.

To be completed and attached only if the approval process involves or affects more than one
School / Department / Program and / or College
School / Departmental / Program Action (continued from page one)
School / Department / Program: _____________________________________________________________________________________
School / Department Program Approval
Vote Total: _______ YES

__________ NO

☐ Yes ☐ No
_________ Absent

School / Department / Program Curriculum Chair __________________________________Date:_________________________
Department Chairperson, Program Coordinator or Executive Director: ____________________________________________
Signature: _________________________________________________________________________

Date: ________________________

School / Department / Program: _____________________________________________________________________________________
School / Department Program Approval
Vote Total: _______ YES

__________ NO

☐ Yes ☐ No
_________ Absent

School / Department / Program Curriculum Chair __________________________________Date:_________________________
Department Chairperson, Program Coordinator or Executive Director: ____________________________________________
Signature: _________________________________________________________________________
GE Course Transmittal Form_March_2020

Date: ________________________

SPRING 2021
GENERAL EDUCATION COURSE TRANSMITTAL FORM – Page 3
KEAN UNIVERSITY: THE UNIVERSITY SENATE
School / Departmental / Program Action (continued from page one – if required)
School / Department / Program: _____________________________________________________________________________________
School / Department Program Approval
Vote Total: _______ YES

☐ Yes ☐ No

__________ NO

_________ Absent

School / Department / Program Curriculum Chair __________________________________Date:_________________________
Department Chairperson, Program Coordinator or Executive Director: ____________________________________________
Signature: _________________________________________________________________________

Date: ________________________

College Curriculum Committee Action (continued from page one if required)

Second (2nd) College Curriculum Committee where course proposal needs approval
☐ CLA

☐ SVPA

☐ BPM

☐ NWGC

☐ COE

☐ NAHS

☐ MGC

☐ NJCSTM

College Curriculum Committee Chairperson: Click or tap here to enter text. Date: Click or tap to enter a date.
☐ Approved

☐ Return for revision

☐ Rejected

Third (3rd) College Curriculum Committee where course proposal needs approval
☐ CLA

☐ SVPA

☐ BPM

☐ NWGC

☐ COE

☐ NAHS

☐ MGC

☐ NJCSTM

College Curriculum Committee Chairperson: Click or tap here to enter text. Date: Click or tap to enter a date.
☐ Approved

☐ Return for revision

☐ Rejected

Fourth (4th) College Curriculum Committee where course proposal needs approval
☐ CLA

☐ SVPA

☐ BPM

☐ NWGC

☐ COE

☐ NAHS

☐ MGC

☐ NJCSTM

College Curriculum Committee Chairperson: Click or tap here to enter text. Date: Click or tap to enter a date.
☐ Approved

☐ Return for revision

☐ Rejected

Dean’s Action (continued from p. 2)
2nd College Dean’s Receipt (signature)_____________________________________________________ Date:__________________
3rd College Dean’s Receipt (signature) _____________________________________________________ Date:__________________
4th College Dean’s Receipt (signature) _____________________________________________________ Date:__________________

If more than one Dean’s signature is required, these signatures must be obtained before submission to the
University Senate Office for final distribution
GE Course Transmittal Form_March_2020

SPRING 2021
Course Outline Document Addendum for General Education (GE) Courses
This addendum is to be included in the course document for new / revised courses that are GE
Courses. Taken from pages 88-91 of the 2017 UCC Manual
For GE Courses, GE Student Learning Outcomes (SLOs) are to be assessed
Refer to the GE SLOs at: https://sites.google.com/a/kean.edu/sgsassess/uploads-1

INDICATE GE COURSE TYPE
☐ GE Capstone

☐ GE Foundation

☐ GE Distribution / Humanities

☐ GE Distribution / Social Science

☐ GE Distribution / Science / Math

☐ GE Distribution

1. Identify the GE SLOs that are to be assessed in this course using the GE Rubrics for those
SLOs. Select at least two (2), but no more than three (3) SLOs to assess per course.
Select GE Student Learning Outcome
1. Transdisciplinary
2. Critical Thinking
3. Quantitative Literacy
4. Communication Literacies
5. Information and Technology
Literacies
6. Active Citizenship
7. Ethical Judgement and Integrity
8. Diversity

1 of 2
GE Course Addendum SLO_March_ 2020

Definition
The ability to integrate knowledge and
methods from different fields to address
historical or contemporary questions.
The ability to utilize reflective analysis to draw
informed conclusions.
The ability to utilize numerical data accurately
and effectively to address real world problems.
The ability to speak and write effectively to
convey an evidenced-based argument.
The ability to utilize information and
communications technology critically and
effectively in a rapidly changing world.
A commitment to lifelong civic engagement at
a local, national and / or global level.
The ability to draw responsible conclusions
from ethical questions, to guide personal
conduct.
A commitment to promote inclusivity in a
diverse world.

SPRING 2021
2. Indicate which of the course objectives specific in this UCC course outline aligns with the
GE SLOs to be assessed in the course:

3. List and describe the active teaching and learning methods used in this course. Use of
active teaching and learning methods is a core requirement for all GE Courses. Examples
of such methods include:
a.
b.
c.
d.
e.

Student-led discussions or demonstrations
Fieldwork
Out-of-classroom experiences
Jigsaw procedures
Collaborative learning groups
Please refer to: Major, Harris & Zakrajsek (2016), Teaching for Learning for additional indepth examples and resources.

4. Describe the student work samples to be utilized for assessment of GE SLOs:

2 of 2
GE Course Addendum SLO_March_ 2020

Appendix 8.3C Distance-Learning-Transmittal
SPRING 2021
DISTANCE LEARNING COURSE TRANSMITTAL FORM
KEAN UNIVERSITY: THE UNIVERSITY SENATE
(For courses seeking DL designation, which includes those formally designed External Education Courses)

Must be submitted to the Senate Office in Electronic Format as Required
Contact Person: _______________________________________
School Department / Program:_______________________________________________
☐ This is the original course proposal

☐ This is a revision

School Department / Program Abbreviation: _________

Phone: ______________________
Email: _________________

Revision No. _________________

Course No. _________

Credits: ___________

Full Title of Course: ________________________________________________________________________________________________
Previous Title (if appropriate): _____________________________________________________________________________________
Course Capacity: _______________________________
Course Prerequisites: _______________________
Abbreviated Title (30 characters or less): __________________________________________________________________________
Proposed Date of Implementation: ________________________________________________________________________________
Grade Type:
☐ Regular
☐ Pass / Fail
☐ CG / NC (Grad)
(
) Semester Credit Hours for this course were reviewed by the College Curriculum Committee
PROPOSED ACTION
☐ Add DL Designation to Existing Course
☐ Add Hybrid Module
☐ Add Fully Online Module
☐ Removal of DL Designation
☐ Other (Specify)______________________________________________________________________________________________
*(If change affects a program, the program(s) must be submitted to the UCC)
**(If any other course actions are taken simultaneously, e.g. course creation or revision, the appropriate additional
transmittal form should also accompany this proposal).

ACTION AND SIGNATURES
Affected School / Department Program Signatures on p. 2 (Requires Chairs Signature only)
☐ Yes ☐ No
School / Departmental / Program Action
(Complete p. 2 if approval by more than one School / Department / Program is required)
School / Department / Program: ____________School / Department / Program Approval
Vote:

Yes

/

No /

☐ Yes ☐ No

Absent

School / Department Program Curriculum Chair: ____________________________________________Date: ________________
Department Chairperson, Program Coordinator or Executive Director: ____________________________________________
Signature: ____________________________________________________________________________________Date: ________________

DL Course Transmittal Form_March 2020

SPRING 2021
DISTANCE LEARNING COURSE TRANSMITTAL FORM – Page 2
KEAN UNIVERSITY: THE UNIVERSITY SENATE

College Curriculum Committee Action (use p. 3 if it requires approval by more than one College)
College Curriculum Committee where course proposal needs approval:
☐ CLA

☐ SVPA

☐ BPM

☐ NWGC

☐ COE

☐ NAHS

☐ MGC

☐ NJCSTM

College Curriculum Committee Chairperson: ___________________________________________Date: ________________
☐ Approved
☐ Return for revision
☐ Rejected
Dean’s Action (complete p. 3 if receipt by more than one Dean is required)
College Dean’s Receipt: _____________________________________________________________________Date: _________________
DL Committee Chairperson (signature)___________________________________________________Date:__________________
Date Completed and approved course document received by Senate Office:______________________________________
To be completed and attached only if the approval process involves or affects more than one
School / Department / Program and / or college
School / Departmental / Program Action (continued from page one)

School / Department / Program: ____________School / Department / Program Approval
Vote:

Yes

/

No /

☐ Yes ☐ No

Absent

School / Department Program Curriculum Chair: ____________________________________________Date: ________________
Department Chairperson, Program Coordinator or Executive Director: ____________________________________________
Signature: ____________________________________________________________________________________Date: ________________
School / Department / Program: ____________School / Department / Program Approval
Vote:

Yes

/

No /

☐ Yes ☐ No

Absent

School / Department Program Curriculum Chair: ____________________________________________Date: ________________
Department Chairperson, Program Coordinator or Executive Director: ____________________________________________
Signature: ____________________________________________________________________________________Date: ________________
School / Department / Program: ____________School / Department / Program Approval
Vote:

Yes

/

No /

☐ Yes ☐ No

Absent

School / Department Program Curriculum Chair: ____________________________________________Date: ________________
Department Chairperson, Program Coordinator or Executive Director: ____________________________________________
Signature: ____________________________________________________________________________________Date: ________________
DL Course Transmittal Form_March 2020

SPRING 2021
DISTANCE LEARNING COURSE TRANSMITTAL FORM – Page 3
KEAN UNIVERSITY: THE UNIVERSITY SENATE

College Curriculum Committee Action (continued from p. 1)
Second (2nd) College Curriculum Committee where course proposal needs approval:
☐ CLA

☐ SVPA

☐ BPM

☐ NWGC

☐ COE

☐ NAHS

☐ MGC

☐ NJCSTM

College Curriculum Committee Chairperson: ___________________________________________Date: ________________
☐ Approved
☐ Return for revision
☐ Rejected

Third (3rd) College Curriculum Committee where course proposal needs approval:
☐ CLA

☐ SVPA

☐ BPM

☐ NWGC

☐ COE

☐ NAHS

☐ MGC

☐ NJCSTM

College Curriculum Committee Chairperson: ___________________________________________Date: ________________
☐ Approved
☐ Return for revision
☐ Rejected
Fourth (4th) College Curriculum Committee where course proposal needs approval:
☐ CLA

☐ SVPA

☐ BPM

☐ NWGC

☐ COE

☐ NAHS

☐ MGC

☐ NJCSTM

College Curriculum Committee Chairperson: ___________________________________________Date: ________________
☐ Approved
☐ Return for revision
☐ Rejected

Dean’s Action (continued from p. 2)
Second (2nd) Dean’s Receipt:__________________________________________________________________Date: ________________
Third (3rd) Dean’s Receipt:____________________________________________________________________ Date: ________________
Fourth (4th) Dean’s Receipt:___________________________________________________________________Date: ________________

If more than one Dean’s signature is required, these signatures must be obtained before submission to
the University Senate Office for final distribution

DL Course Transmittal Form_March 2020

Appendix 8.4 Academic-program-review-guidelines-updated-2020

Kean University
ACADEMIC PROGRAM REVIEW GUIDELINES
Overview
Program review is an ongoing process involving the faculty and others concerned with the
particular academic program. The guidelines established herewith will ensure that evaluation of
the academic programs will occur formally at regular intervals. This document, therefore,
describes the guidelines and a timetable for the systematic evaluation of academic programs at
Kean University
Purpose of Program Review
Goal 1 of Beyond 2020: Kean University’s Strategic Plan 2020-2025 is as follows:
TO POSITION KEAN UNIVERSITY AS AN ACADEMIC FOCAL POINT OF
ONGOING AND TRANSFORMATIONAL POST-SECONDARY EDUCATIONAL
OPPORTUNITIES THAT PREPARE STUDENTS TO MEET THE CURRENT AND
FUTURE CHALLENGES OF OUR WORLD (2020, p. 1)
The primary purpose of program review supports this goal of fostering excellence in education.
The review process, therefore, provides an opportunity for programs to identify areas of strength
and address areas that need improvement. The program review process is also an important source
of data for making some resource allocation decisions. Accordingly, at each level of the review
process (program and dean), recommendations will be made that the University preserve the
strengths of particular programs or address specific weaknesses.

Program Review Outcomes
Through engaging in the program review process, faculty and leadership will:
1. Determine the program’s relevance and viability.
2. Identify the program’s strengths and weaknesses.
3. Develop recommendations for strengthening the program based on findings and
determine the resources to facilitate them.
Overview of Evaluation Procedures for Academic Programs
Scope of the Process
1.

Definition of Academic Program
Academic programs shall be defined as programs at the undergraduate and graduate
levels in the following categories:

Academic Program Review Guidelines

A. Degree-granting programs (e.g., B.A. in Psychology, B.S. in Chemistry, Master
of Public Administration)
B. Non-degree-granting programs (e.g., General Education, Learning Assistance
Program, Developmental Studies)
2. Guidelines for Program Review
If the self-study report developed by the program faculty does not address such
significant requirements of the program review process as outcomes assessment,
then the program faculty will be expected to address those program review
requirements as an addendum to the self-study report. All other programs shall be
evaluated according to guidelines in this document, as approved by the President
upon recommendation from the Provost and Vice President of Academic Affairs.
3. Frequency of Evaluation
Each academic program that is to be evaluated by the guidelines shall be evaluated every
five (5) years. Exceptions to a five-year cycle may occur as needed if required by state or
national accrediting requirements, or if the Provost or President identify a specific need
that requires a change in the cycle.
The schedule for review has been developed by the Provost and Vice President of Academic
Affairs in consultation with the Dean.
4. Selection of Programs to Be Reviewed
The Dean of each School will consult with the Executive Director, Chairperson, and/or
program coordinator to determine the schedule for developing materials.
B. Methods for the Review Process
1. Review of Mission, Goals/Objectives, Curriculum Map, and Student Learning Outcomes
Each program should review the program’s mission, goals/objectives, curriculum map and
student learning outcomes along with the mission of the college. Every program should
have clearly articulated student learning outcomes. Within the review process, the program
should determine whether these elements and activities remain consistent with the
University’s mission statement, as well as academic and professional standards within the
discipline. Programs should also review the student learning outcomes as outlined by the
School of General Studies. The institution will continually modify and adapt its mission to
be responsive to the needs of its constituencies and the mandates of the State. To remain
viable, a program also needs to be responsive to these changes.
2. Review of Assessment Data and Use for Improving Teaching and Learning
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Each program should review the program’s assessment data and how that data can be used
to improve teaching and learning. Programs should be collecting summative assessment
data in capstones on a regular basis. Capstones should also have rubrics wherever possible.
Indirect evidence includes surveys of students. At the conclusion of data gathering from
the assessment mechanisms, there should be recommendations on improving student
outcomes.

C. The Program Review Document
A. Initiation and Individuals Involved
The evaluation shall be initiated as a self-study by the program faculty, under the leadership
of the executive director and coordinator. Provisions shall be made to involve in the
program review faculty, students, administrators, alumni, and, where appropriate,
employers and relevant professional associations. This process must begin during the
second half of September.
B. The Scope of the Document
The overall emphasis of the program review report shall be on assessing the ways in which
the program is meeting its goal and objectives and the relationship of these goals and
objectives to the mission of the University. Specifically, the report shall provide descriptive
and evaluative information about the program, incorporating multiple units of data to
support its claims.
The report should follow the format outlined below.
1. Mission, Goals/Objectives, Student Learning Outcomes, and Curriculum Map
 Provide the mission statement of the academic degree.
 Provide a set of goals/objectives of the academic degree.
 Provide the explicitly stated student learning outcomes of the degree.
 Provide the curriculum map for the degree-granting program.
2. Description of the Academic Program and Syllabi
 Provide a catalog description of the academic program.
 Provide syllabi for each required course (optional for other courses).
 Provide all capstone syllabi.
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List all courses in the course catalog that have not been offered in the last three
years.

3. Outcomes Assessment Plan
For each stated student learning outcome, provide the following:
 Describe the multiple methods that will be used to assess the SLO.
 Provide data on each SLO (Student Learning Outcomes).
 List the courses in which the SLO is addressed, advanced, and mastered.
 Provide feedback on the results gathered.
 Describe how the data will be used to improve teaching and learning.
 Describe the assessment used in capstone to ensure that the program has met its
knowledge, skill, and ability goals as defined in the SLOs.
 Provide any relevant graduating student or alumni data.
 Provide any data from employers (if necessary)
 Provide a representative list of all internships.
4. Rubrics and Other Tools, Final Exams
 Provide copies of all rubrics used in the program.
 If there are any other tools used (e.g., checklists), please either describe them or
provide copies.
 Provide a copy of final examination(s) for all mandatory or high-frequency
courses.
5. Statistical Data
Provide the following statistical and trend data on the academic program for the last four
years. Request such data from Institutional Research.
 Enrollment headcount.
 Graduation headcount.
 Number of transfer and native graduates.
 Time to graduation.
 Number of resident faculty at time of review.
 Number of adjunct faculty and the total number of sections taught during the fall
semester before the review.
 List of all sites where courses are held (Union, Ocean, etc.).
 % of core courses that require a paper of seven pages or longer.
6. Discussion of Trends


Provide a narrative explanation of the significant trends in any of the above.

7. Faculty
 Provide a roster of resident faculty, including their titles and the courses they’ve
taught by semester over the last three years.
 Provide CVs for all resident faculty.
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Provide resumes/CVs for all adjunct faculty teaching longer than ten (10) years.
Provide a sampling of other adjunct faculty.

8. Students
 Include a description of the academic profile of the students served and
consideration of whether or not they reflect the diversity of the student body as a
whole.
 Include any other survey data gathered from students, including but not limited to
insight from SIR-IIs, etc.
 List any student-related groups that supported the program (e.g., Honors Society in
Business).
9. Degree Criteria and Requirements
 Provide a copy of the latest guide sheet.
 Provide a breakout of course distribution (i.e. GE, major requirements, electives).
 List the admissions requirements (if any). Provide a rationale for any admissions
requirements if they exist.
 If necessary, discuss any possible changes to any of the above.
10. Review Kean University’s Semester Credit Hour Policy1 (listed below). Provide a brief
statement on methods employed to ensure adherence to the policy with respect to courses.
As defined by the New Jersey Administrative Code Title 9A- Higher Education,
“Semester credit hour” means 50 minutes of face-to-face class activity each week for 15
weeks (or the equivalent attained by scheduling more minutes of face-to-face class
activity per week for fewer weeks in the semester) in one semester complemented by at
least 100 minutes each week of laboratory or outside assignments (or the equivalent
thereof for semesters of different length). The code further specifies that this hour-forhour method of calculation is not required for certain types of courses, such as
independent study, distance learning or blended (or hybrid) learning.
11. Nontraditional Course Delivery/Weekend College
 List any courses using nontraditional methods of instructional delivery (online,
hybrid).
 List any courses under consideration for online and hybrid.
 List assessment procedures used to monitor the quality of instruction in these
courses.
12. Accreditation Organizations
 Specify professional accreditation organizations to which the program may be
subject (e.g., NCATE, CSWE, etc). For each accreditation organization, list the last
date(s) of their visit.
Under Section 8 of the Verification of Compliance requirements, Middle States (2015) requires “evidence that the
institution’s credit hour policies and procedures are applied consistently across the full range of institutional
offerings...evidence must include: Documentation from recent academic program reviews” (p. 12).
1
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Specify any professional accreditation organization with which the department may
seek affiliation. If any, please describe the process needed for joining.

13. Summary and Recommendations
 Summarize the main elements included in the current review and curricular (and
other related) changes proposed as a consequence of this review.
14. Additional Resources Requested
Indicate what new resources are needed over the next five years to:
 Enhance the current program.
 Preserve the strengths of the current program.
 Address the weaknesses in the program identified by the review.
 Address any technological impacts on the discipline.
 Address any material needs for the program.

Program review is a university requirement.
Program Review Procedures
A. Role of the Chair/Program Coordinator
In accordance with the schedule of program review, when a program is scheduled to begin its
review, the Dean of the College notifies the Executive Director, Chair, and/or coordinator. In
the case of graduate programs, the Graduate Dean is also notified. In consultation with the
relevant program coordinators, the Executive Director selects one (or more, depending on the
number of programs to be reviewed within the school) individual to assume responsibility for
the review. This individual is referred to as the Program Review Coordinator in this document.
A program review committee shall be formed within the School to provide support for the
review effort, and the Program Review Coordinator shall periodically describe the status of the
effort at program meetings. At the conclusion of the review, the final document shall be
reviewed by program faculty and submitted to the Executive Director who will forward to the
Dean. This report must be forwarded to the Dean and the Office of Accreditation and
Assessment on, or before, June 30.

B. Role of the Dean
The program review document will be submitted to the Dean of the College. The College Dean
will forward copies of graduate program review documents to the Graduate Dean. The College
Dean (and Graduate Dean, in the case of graduate programs) group, serving as the Chair of the
program review committee, reviews the program review documents and makes
recommendations for improvement, data collection and resource requirements, if any. It is the
responsibility of the Dean to recommend program or course elimination if necessary. The
college-level committee to review the program shall comprise all Executive Directors and two
faculty members and one student appointed by the Dean. College level review must be
completed on, or before, July 31 and the report presented to the Vice President for Academic
Affairs.
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Based on this review and discussion, the College Dean will prepare a brief report. This report
will include:
(1) An evaluation of the findings and recommendations of the program review report.
(2) A discussion of how the recommendations will be addressed within the framework of the
college strategic plan and budget requests for ensuing years.
The Graduate Dean will provide a written response to the recommendations, in the case of
graduate programs. The Graduate Dean’s response will be appended to the College Dean’s
report.
C. University Planning Council in Program Review
In general, the group of documents generated in the program review process will serve as a
source of input into the planning process for the academic area and for the University as a
whole. The program review process will also provide an opportunity for faculty in the
academic disciplines to receive feedback about the quality of their own academic programs
and the quality of academic programs in general. The VPAA Office, in consultation with the
deans and appropriate department chairs, will conduct an annual institute or forum to review
and discuss outcomes and trends. The University Planning Council must assess all program
review documents and make recommendations to the President and program faculty. If needed,
UPC must also make recommendations for resources at the University level and revisions to
the mission.
UPC will serve as the University’s internal program review committee. Its recommendations
must be submitted to the President by November 15 of each year.
D. Program Review Time-lines
1. Program review process initiated by the Dean and Executive Director and program review
task-force is charged during the first two weeks in September.
2. Program level review is completed and results and reports submitted by June 30 to the
Dean.
3. College level review is completed and report submitted to the VPAA (who forwards
material to the UPC) on, or before, July 31.
4. The UPC must submit its report and recommendations to the President by November 15.

(Revised 3.6.17 and updated 9.23.2020)

Page 7 of 7

Appendix 8.5 Board of Trustees Approval (March 6, 2017)
17-03-06-2135
KEAN UNIVERSITY
UNION, NEW JERSEY
RESOLUTION APPROVING AMENDMENTS TO THE KEAN UNIVERSITY ACADEMIC AND
NON-ACADEMIC PROGRAM REVIEW GUIDELINES
WHEREAS:

The Kean University Board of Trustees approved the Kean University Academic
and Non-Academic Program Review Guidelines via resolution adopted
September 12, 2011 and modified those guidelines via public resolution on
September17, 2012; and

WHEREAS:

The program review guidelines were developed and adopted as part of the
University’s comprehensive efforts to institute sustainable assessment systems
that generate reliable data and demonstrate compliance with the Middle States
Commission on Higher Education’s Standards of Excellence in Higher Education;
and

WHEREAS:

The Office of the Provost and Vice President for Academic Affairs reviews its
policies and initiatives to ensure they reflect the most current operating and
academic goals of the University; and

WHEREAS:

These regular reviews determined that certain modifications to the Academic
and Non-Academic Program Review Guidelines are needed to improve the
review process, bring the guidelines into alignment with the work of the
University Planning Council, and aNowforflexibility in making minor
modifications to the guidelines in the future; and

WHEREAS:

The Board of Trustees has reviewed these proposed modifications and agrees
the updates are necessary and appropriate; now, therefore, be it

RESOLVED:

That the Board of Trustees approves the suggested amendments to the
Academic and Non-Academic Program Review Guidelines as incorporated in the
guidelines attached to this resolution; and be it further

RESOLVED:

That the Board of Trustees directs the President and/or his designee to enact
these modified guidelines and distribute them to all appropriate parties.

RESOLUTION
March 6, 2017
ADOPTED:

CERTIFIED:

March 6,

2017

Atdrey M. KeIW!
Executive Diretor, Board of Trust

s

Kean University
ACADEMIC PROGRAM REVIEW GUIDELINES
Overview
Program review is an ongoing process involving the faculty and others concerned with the
particular academic program. The guidelines established herewith will ensure that evaluation of
the academic programs will occur formally at regular intervals. This document, therefore,
describes the guidelines and a timetable for the systematic evaluation of academic programs at
Kean University
Purpose of Program Review
Goal I of Kean University’s 2013-2020 Strategic Plan is as follows:
To locate Kean University as a focal point of ongoing and transformational educational
engagement for all by offering undergraduate and graduate (including doctoral) programs
that are responsive to local and national needs while building upon our strengths, and
utilizing best practice in the disciplines/professions (2013, p.4).
The primary purpose of program review supports this goal of fostering excellence in education.
The review process, therefore, provides an opportunity for programs to identify areas of strength
and address areas that need improvement. The program review process is also an important source
of data for making some resource allocation decisions. Accordingly, at each level of the review
process (program and dean), recommendations will be made that the University preserve the
strengths of particular programs or address speciflc weaknesses.

Pro2ram Review Outcomes
Through engaging in the program review process, faculty and leadership will:
1. Determine the program’s viability.
2. Identify the program’s strengths and weaknesses.
3. Develop recommendations for strengthening the program based on findings and
determine the resources to facilitate them.
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Overview of Evaluation Procedures for Academic Programs
Scope of the Process
Definition of Academic Program
Academic programs shall be defined as programs at the undergraduate and graduate
levels in the following categories:
A. Degree-granting programs (e.g., B.A. in Psychology, B.S. in Chemistry, Master
of Public Administration)
B. Non-degree-granting programs (e.g., General Education, Learning Assistance
Program, Developmental Studies)
2. Guidelines for Program Review
If the self-study report developed by the program faculty does not address such
significant requirements of the program review process as outcomes assessment,
then the program Faculty will be expected to address those program review
requirements as an addendum to the self-study report. All other programs shall be
evaluaed according to guidelines in this document, as approved by the President
upon recommendation from the Provost and Vice President of Academic Affairs.
3. Frequency of Evaluation
Each academic program that is to be evaluated by the guidelines shall be evaluated every
five (5) years. Exceptions to a five-year cycle may occur as needed if required by state or
national accrediting requirements, or if the Provost or President identify a specific need
that requires a change in the cycle.
The schedule for review has been developed by the Provost and Vice President of Academic
Affairs in consultation with the Dean.
4. Selection of Programs to Be Reviewed
The Dean of each School will consult with the Executive Director, Chairperson, and/or
program coordinator to determine the schedule for developing materials.

B. Methods for the Review Process
I. Review of Mission, Objectives, Curriculum Map, and Student Learning Outcomes
Each program should review the program’s mission, objectives, curriculum map and
student learning outcomes along with the mission of the college. Every program should
have clearly articulated student learning outcomes. Within the review process, the program
should determine whether these elements and activities remain consistent with the
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University’s mission statement, as well as academic and professional standards within the
discipline. Programs should also review the student learning outcomes as outlined by the
School of General Studies. The institution will continually modify and adapt its mission to
be responsive to the needs of its constituencies and the mandates of the State. To remain
viable, a program also needs to be responsive to these changes.
2. Review of Assessment Data and Use for Improving Teaching and Learning
Each program should review the program’s assessment data and how that data can be used
to improve teaching and learning. Programs should be collecting summative assessment
data in capstones on a regular basis. Capstones should also have rubrics wherever possible.
Indirect evidence includes surveys of students. At the conclusion of data gathering from
the assessment mechanisms, there should be recommendations on improving student
outcomes.

C. The Program Review Document
A.

Initiation

and Indh’idual.v hzi’oli’ed

The evaluation shall be initiated as a self-study by the program faculty, under the leadership
of the executive director and coordinator. Provisions shall be made to involve in the
program review faculty, students, administrators, alumni, and, where appropriate,
employers and relevant professional associations. This process must begin during the first
week of September.
B. The Scope of the Document
The overall emphasis of the program review report shall be on assessing the ways in which
the program is meeting its goal and objectives and the relationship of these goals and
objectives to the mission of the University. Specifically, the report shall provide descriptive
and evaluative information about the program, incorporating multiple units of data to
support its claims.
The report should follow the format outlined below.
I. Mission. Student Learnina Outcomes, and Curriculum Map
• Provide the mission statement of the academic degree.
• Provide the explicitly stated student learning outcomes of the degree.
• Provide the curriculum map for the degree-granting program.
2. Description of the Academic Program and Sy’labi
• Provide a catalog description of the academic program.
• Provide syllabi for each required course (optional for other courses).
• Provide all capstone syllabi.
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•

List all courses in the course catalog that have not been offered in the last three
years.

3. Outcomes Assessment Plan
For each stated student learning outcome, provide the following:
• Describe the multiple methods that will be used to assess the SLO.
• Provide data on each SLO (Student Learning Outcomes).
• List the courses in which the SLO is addressed, advanced, and mastered.
• Provide feedback on the results gathered.
• Describe how the data will be used to improve teaching and learning.
• Describe the assessment used in capstone to ensure that the program has met its
knowledge, skill, and ability goals as defined in the SLOs.
• Provide any relevant graduating student or alumni data.
• Provide any data from employers (if necessary)
• Provide a representative list of all internships.
4. Rubrics and Other Tools. Final Exams
• Provide copies of all rubrics used in the program.
• If there are any other tools used (e.g., checklists), please either describe them or
provide copies.
• Provide a copy of final examination(s) for all mandatory or high-frequency
courses.
5. Statistical Data
Provide the following statistical and trend data on the academic program for the last four
years. Request such data from Institutional Research.
• Enrollment headcount.
• Graduation headcount.
• Number of transfer and native graduates.
• Time to graduation.
• Number of resident faculty at time of review.
• Number of adjunct faculty and the total number of sections taught during the fall
semester before the review.
• List of all sites where courses are held (Union, Ocean, etc.).
• % of core courses that require a paper of seven pages or longer.
6. Discussion of Trends
•

Provide a narrative explanation of the significant trends in any of the above.

7. Faculty
• Provide a roster of resident faculty, including their titles and the courses they’ve
taught by semester over the last three years.
• Provide CVs for all resident faculty.
Page 4 of 7

•
•

Provide resumes/C Vs for all adjunct faculty teaching longer than ten (10) years.
Provide a sampling of other adjunct faculty.

8. Students
• Include a description of the academic profile of the students served and
consideration of whether or not they reflect the diversity of the student body as a
whole.
• Include any other survey data gathered from students, including but not limited to
insight from SIR-ITs, etc.
• List any student-related groups that supported the program (e.g., Honors Society in
Business).
9. Degree Criteria and ReQuirements
• Provide a copy of the latest guide sheet.
• Provide a breakout of course distribution (i.e. GE, major requirements, electives).
• List the admissions requirements (if any). Provide a rationale for any admissions
requirements if they exist.
• If necessary, discuss any possible changes to any of the above.
10. Review Kean University’s Semester Credit Hour Policy’ (listed below). Provide a brief
statement on methods employed to ensure adherence to the policy with respect to courses.
As defined by the New Jersey Administrative Code Title 9A— Higher Education,
“Semester credit hour” means SO minutes office—to—face class activity each week for 15
weeks (or the equivalent attained by scheduling inure minutes office-to-fice class
activity per week for fewer weeks in (lie semester) in one semester complemented by at
least 100 minutes each week of laboratory or ott/side assignments (or the equivalent
thereof for semesters of different length). The code further specijies that this hour—for—
hour method of calculation is not required for certain types of courses, such as
independent study, distance learning or blended (or hybrid) learning.
11. Nontraditional Course Delivery/Weekend College
• List any courses using nontraditional methods of instructional delivery (online,
hybrid).
• List any courses under consideration for online and hybrid.
• List assessment procedures used to monitor the quality of instruction in these
courses.
12. Accreditation Organizations
• Specify professional accreditation organizations to which the program may be
subject (e.g., NCATE, CSWE, NASPA, etc). For each accreditation organization,
list the last date(s) of their visit.
‘Under Section 6 of the Verification of Compliance requirements, Middle States (2015) requires “evidence that the
institution’s credii hour policies and procedures are applied consislently across the full range of institutional
offerings...evidence must include: Documentation from recent academic program reviews” (p. 12).
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•

Specify any professional accreditation organization with which the department may
seek affiliation. If any, please describe the process needed for joining.

13. Summary and Recommendations
• Summarize the main elements included in the current review and curricular (and
other related) changes proposed as a consequence of this review.
14. Additional Resources Requested
Indicate what new resources are needed over the next five years to:
• Enhance the current program.
• Preserve the strengths of the current program.
• Address the weaknesses in the program identified by the review.
• Address any technological impacts on the discipline.
• Address any material needs for the program.

Program review is a university requirement.
Program Review Procedures
A. Role of the Chair/Pro gram Coordinator
In accordance with the schedule of program review, when a program is scheduled to begin
its review, the Dean o the College notifies the Executive Director, Chair, and/or
coordinator. In the case of graduate programs, the Graduate Dean is also notified. In
consultation with the relevant program coordinators, the Executive Director selects one (or
more, depending on the number of programs to be reviewed within the school) individual
to assume responsibility for the review. This individual is referred to as the Program
Review Coordinator in this document. A program review committee shall be formed within
the School to provide support for the review effort, and the Program Review Coordinator
shall periodically describe the status of the effort at program meetings. At the conclusion
of the review, the final document shall be reviewed by program faculty and submitted to
the Executive Director who will forward to the Dean. This report must be forwarded to the
Dean and the Office of Accreditation and Assessment on, or before, June 30.

B. Role of the Dean
The program review document will be submitted to the Dean of the College. The College Dean
will forward copies of graduate program review documents to the Graduate Dean. The College
Dean (and Graduate Dean, in the case of graduate programs) group, serving as the Chair of the
program review committee, reviews the program review documents and makes
recommendations for improvement, data collection and resource requirements, if any. It is the
responsibility of the Dean to recommend program or course elimination if necessary. The
college program review committee shall comprise all Executive Directors and two faculty
members and one student appointed by the Dean. College level review must be completed on,
or before, July 31 and the report presented to the Vice President for Academic Affairs.
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Based on this review and discussion, the College Dean will prepare a brief report. This report
will include:
(1) An evaluation of the findings and recommendations of the program review report.
(2) A discussion of how the recommendations will be addressed within the framework of the
School strategic plan and budget requests for ensuing years.
The Graduate Dean will provide a written response to the recommendations, in the case of
graduate programs. The Graduate Dean’s response will be appended to the College Dean’s
report.
C.

Unn’ersitv Planning Council in Program Review

In general, the group of documents generated in the program review process will serve as a
source of input into the planning process for the academic area and for the University as a
whole. The program review process will also provide an opportunity for faculty in the
academic disciplines to receive feedback about the quality of their own academic programs
and the quality of academic programs in general. The VPAA Office, in consultation with the
deans and appropriate department chairs, will conduct an annual institute or forum to review
and discuss outcomes and trends. The University Planning Council must assess all program
review documents and make recommendations to the President and program faculty. If needed,
UPC must also make recommendations for resources at the University level and revisions to
the mission.
UPC will serve as the University’s internal program review committee. Its recommendations
must be submitted to the President by November 15 of each year.
D. Pmgrain Rei’ieu’ Time-lines
I. Program review process initiated by the Dean and Executive Director and program review
task-force is charged during the first two weeks in September.
2. Program level review is completed and results and reports submitted by June 30 to the
Dean.
3. College level review is completed and report submitted to the VPAA (who forwards
material to the UPC) on, or before, July 31.
4. The UPC must submit its report and recommendations to the President by November 15.

(Revised 3.6.17)
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Appendix 8.6 Class Scheduling Grid
Time

Monday

Tuesday

MM Th two day per week

Wednesday

Thursday

Friday

T F two day per week

M Th two day per week

T F two day per week

If you schedule a class
in this time slot
Mondays 9:30-12:15

If you schedule a class
in this time slot
Tuesdays 9:30-12:15

If you schedule a class
in this time slot
Thursdays 9:30-12:15

If you schedule a class
in this time slot
Fridays 9:30-12:15

you must also schedule
a class
Thursdays 9:30-12:15

you must also schedule
a class
Fridays 9:30-12:15

you must also schedule
a class
Mondays 9:30-12:15

you must also schedule
a class
Tuesdays 9:30-12:15

If you schedule a class
in this time slot
Mondays 12:30-3:15

If you schedule a class
in this time slot
Tuesdays 12:30-3:15

If you schedule a class
in this time slot
Thursdays 12:30-3:15

If you schedule a class
in this time slot
Fridays 12:30-3:15

you must also schedule
a class
Thursdays 12:30-3:15

you must also schedule
a class
Fridays 12:30-3:15

you must also schedule
a class
Mondays 12:30-3:15

you must also schedule
a class
Tuesdays 12:30-3:15

College Hour

Student Activity Hour

College Hour

Saturday

8:00

9:00

10:00

11:00

Wednesdays 9:30-12:15

Saturdays 9:30-12:15

12:00

1:00

2:00

Wednesdays 12:30-3:15

Saturdays 12:30-3:15

3:00

4:00

Fridays
3:30 - 6:15

Saturdays 3:30 - 6:15

5:00

Recommend scheduling
classes in pair with
Mondays at 7:30

Recommend scheduling
classes in pair with
Tuesdays at 7:30

Recommend scheduling
classes in pair with
Wednesdays at 7:30

Recommend scheduling
classes in pair with
Thursdays at 7:30

Recommend scheduling
classes in pair with
Mondays at 4:30

Recommend scheduling
classes in pair with
Tuesdays at 4:30

Recommend scheduling
classes in pair with
Wednesdays at 4:30

Recommend scheduling
classes in pair with
Thursdays at 4:30

Fridays
4:30 - 7:15

6:00

7:00

8:00

Fridays 7:30 - 10:15

9:00

10:00

11:00
Semester Credit Hour Policy:
All scheduled course sections must adhere to the following SEMESTER CREDIT HOUR policy as defined by the New Jersey Administrative Code Title 9A- Higher Education and is articulated as follows: “Semester credit hour” means 50 minutes of faceto-face class activity each week for 15 weeks (or the equivalent attained by scheduling more minutes of face-to-face class activity per week for fewer weeks in the semester) in one semester complemented by at least 100 minutes each week of
laboratory or outside assignments (or the equivalent thereof for semesters of different length). The code further specifies that this hour-for hour method of calculation is not required for certain types of courses, such as independent study,
distance learning or blended (or hybrid) learning.

Appendix 8.7 Office of the Registrar-Course Scheduling Worksheets (CSWs)

COURSE SCHEDULE WORKSHEET

KEAN UNIVERSITY

PAGE:

RECORD ALL CHANGES IN UNSHADED BOXES

OFFICE OF THE REGISTRAR

ADD

COLLEGE:

Delete this
Section

CHANGE

DEPARTMENT:

COURSE

SEMESTER:
CreditType

TITLE
CAT NO
Sched Type:
U - Undergraduate
C - UG Off-Campus
G - Graduate
O - GR Off-Campus

START-DATE

SEC

Instructor names are no longer added via CSW.
Sched
Type

CREDITS

CAPACITY

Full Time faculty names will be added when
grids are approved in the Provost's office.
Adjunct names will be added when contracts are issued.

Petition
Required

GRID PERIOD
Instr. Method

BLDG

ROOM

DAY

START-TIME

END-TIME

Instr. Method

BLDG

ROOM

DAY

START-TIME

END-TIME

Instr. Method

BLDG

ROOM

DAY

START-TIME

END-TIME

CURRENT MEETING TIMES

This is a tentative room assignment
and is subject to change.

Instr. Methods:
LEC - Lecture, LAB - Lab, STU - Studio, REC - Recitation, ONLI - Online, HYBR Hybrid

END-DATE

Frequency:

Campus: (pick one only)

Union
Online
Hybrid
Ocean Put "K" in "SEC"
Newark - UMDNJ
Scotch Plains - UMDNJ
Raritan Valley
Bergen County
Middlesex County
Other Off-Campus
Explain

CURRENT KeanWise COMMENTS
KeanWise COMMENTS (20 CHARACTERS MAXIMUM)

REGISTRATION RULES:
DELETE

Declared Major ONLY
Major ONLY
College of Education
GRAD Matriculated ONLY
GRAD Non-Matric OK
GPA Rule
Other

KeanWise COMMENTS (20 CHARACTERS MAXIMUM)

KeanWise COMMENTS (20 CHARACTERS MAXIMUM)

SPECIAL REQUEST (20 CHARACTERS MAXIMUM)

Prerequisites:

Explain

Chair/Exec. Dir. Initials

Date

Smart Classroom Required:

Dean's Initials

Date

Registrar's Office initials

Date

Room w/PC
Room w/Laptop Connection
Either

Comments for Registrar's Office

SPRING 2017
REVISION

Appendix 8.8 Procedures for Class Scheduling

Procedures for Class Scheduling
Course scheduling (“Scheduling”) shall utilize facilities throughout the day/evening and across the week
so as to maximize and optimize educational opportunities for students, as well as reduce classroom and
parking demands at particular time slots. Scheduling shall utilize a centralized system for every location
that is managed by the Office of the Registrar (“Registrar”) in collaboration with the VPAA and direction
from the University President.
The applicable procedures are as follows:
1. Scheduling must be guided by prior student registration history and appropriate historical registration
data for at least during the last five years.
2. Classes must be scheduled to comply with the requirements to stabilize the University’s maximum
number of students on-campus within a 1-2 hour time block specific to each Kean location.
3. No full-time faculty shall be scheduled to teach courses in back-to-back time slots. Adjuncts may not
teach double back-to-back classes after 4:00 PM.
4. Classes must be scheduled to optimize the use of all facilities (e.g., spread throughout the
day/evenings and across the week and equalize distribution of classes during the entire instructional
period.)
5. Class Capacities, absent approval from the Provost/VPAA shall be:
a. 1000 – 2000 level courses: 40-60
b. 3000 – 4000 level courses: 25-40
c. Graduate Level: 20-25
d. Graduate Seminars: 12-20
e. Doctoral Offerings: Academic/managerial discretion of the President and/or VPAA.
6. Class size may take into consideration program accreditation guidelines, particularly among
professional degree programs. Approval of the VPAA is required.
7. The Registrar will assign classrooms to all courses based on projected enrollment, building location,
room capacity, day/time, accessibility, and special use instructional classrooms; when possible, priority
will be given to proximity to academic department offices. All assignments will adhere to these
guidelines.
8. The Deans and Executive Directors will assign the full-time faculty to the classes within the class block
consistent with the foregoing requirements within one week of receipt of the block from the Registrar.
9. In the event that full-time faculty course assignment deadlines are not met, the Registrar, with
consultation from the VPAA, will make course assignments.
10. Adjunct Faculty will be assigned to instruct sections of courses within a program based on need in a
similar procedure, after all full-time faculty meet the conditions in accordance with the terms and
conditions delineated in the Master Contract and local letters of agreement have been met.

11. The Registrar will confirm that faculty assignments and schedules comply with the procedures as set
forth in this document and will post the schedule with faculty assignments in KeanWISE.
12. Adjunct assignments will post as “ADJUNCT” in KeanWISE, until the Office of Human Resources
confirms the adjunct’s contract is complete, at which point the adjunct faculty’s name will be posted.
13. Classes (sections) are subject to cancellation as follows:
a. Undergraduate - under 15 enrolled
b. General Graduate - under 12 enrolled
c. Doctoral - under 10 enrolled
14. The first step after cancellation will be class consolidation. If consolidation is not possible, or the
same course(s) are already at capacity, when possible, the second step will be to offer students in the
canceled class placement in the same online course (if available), followed by an independent study.
Under special circumstances, occasional additional courses and exceptions can be made where running
a particular course or section is deemed to be in the best interest of students and a program.
Recommended exceptions must be made to the Dean, with direct approval by the VPAA.
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Course Name and ID Developer Map
Online 8 Units (3 credit hours)

Course Developer
Course Developer
Instructional Designer
Designer
Implementation Date
Term

Table of Contents
PHASE 1: COURSE PLAN & OVERVIEW

3

BASIC COURSE INFORMATION
COURSE LEARNING OUTCOMES
OUTCOME SUMMARY
COURSE STUDENT LEARNING OUTCOME ANALYSIS
COURSE CARNEGIE UNITS AND POINTS DISTRIBUTION SUMMARY

Kean University

School of Online Learning

3
4
5
5
11
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Phase 1: Course Plan & Overview
Basic Course Information
•

Kean Official Course Number: Course Name

•

Kean Official Course Title: Course Title

•

Credit Hours: Credit Hours

•

Course Catalog Official Description: Course Catalog Official Description

•

Course Prerequisite: Course Prerequisite

•

Required Textbook Information (including ISBN): Required Textbook Information

•

Required/Suggested Supplemental Material/Information: Required/Suggested Supplemental
Material/Information (please specify if required or suggested)

•

Year of Development: Year of Development

•

Online Course Type: Online Course Type

•

Department Name: Department Name

•

Academic Dean’s Name: Academic Dean’s Name

•

Faculty Course Developer: Faculty Course Developer

Kean University

School of Online Learning
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Course Learning Outcomes
Program Student Learning Outcomes (PSLOs)
Program Student Learning Outcome 1:
Program Student Learning Outcome 2:
Program Student Learning Outcome 3:
Program Student Learning Outcome 4:
Program Student Learning Outcome 5:
Program Student Learning Outcome 6:
Program Student Learning Outcome 7:

Enter PSLO 1 here
Enter PSLO 2 here
Enter PSLO 3 here
Enter PSLO 4 here
Enter PSLO 5 here
Enter PSLO 6 here
Enter PSLO 7 here

Course Student Learning Outcomes (CSLOs)
Through this unit students will be able to:
• Course Student Learning Outcome 1: Enter CSLO 1 here
• Course Student Learning Outcome 2: Enter CSLO 2 here
• Course Student Learning Outcome 3: Enter CSLO 3 here
• Course Student Learning Outcome 4: Enter CSLO 4 here
• Course Student Learning Outcome 5: Enter CSLO 5 here
• Course Student Learning Outcome 6: Enter CSLO 6 here
• Course Student Learning Outcome 7: Enter CSLO 7 here
• Course Student Learning Outcome 8: Enter CSLO 8 here
• Course Student Learning Outcome 9: Enter CSLO 9 here
• Course Student Learning Outcome 10: Enter CSLO 10 here

Kean University

School of Online Learning
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Outcome Summary
Program & Course Student Learning Outcomes Alignment
Program Student Learning Outcome 1: Enter PSLO1 here
Students will be able to:
• (CSLO X) enter Course Student Learning Outcome here.
• (CSLO X) enter Course Student Learning Outcome here.
Program Student Learning Outcome 2: Enter PSLO2 here
Students will be able to:
• (CSLO X) enter Course Student Learning Outcome here.
• (CSLO X) enter Course Student Learning Outcome here.
Program Student Learning Outcome 3: Enter PSLO3 here
Students will be able to:
• (CSLO X) enter Course Student Learning Outcome here.
• (CSLO X) enter Course Student Learning Outcome here.
Program Student Learning Outcome 4: Enter PSLO4 here
Students will be able to:
• (CSLO X) enter Course Student Learning Outcome here.
• (CSLO X) enter Course Student Learning Outcome here.
Program Student Learning Outcome 5: Enter PSLO5 here
Students will be able to:
• (CSLO X) enter Course Student Learning Outcome here.
• (CSLO X) enter Course Student Learning Outcome here.
Program Student Learning Outcome 6: Enter PSLO6 here
Students will be able to:
• (CSLO X) enter Course Student Learning Outcome here.
• (CSLO X) enter Course Student Learning Outcome here.
Program Student Learning Outcome 7: Enter PSLO7 here
Students will be able to:
• (CSLO X) enter Course Student Learning Outcome here.
• (CSLO X) enter Course Student Learning Outcome here.
Kean University

School of Online Learning
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Course Student Learning Outcome Analysis
Unit 1

Unit’s Title
Program Student Learning Outcomes
Course Student Learning Outcomes

Insert Unit’s Title
Insert Unit’s PSLOs
Insert CSLOs

Associated Learning Activity:
(Lecture/Reading/Resources/Discussion/Assignment/Assessment)
Lecture
Readings
Resources
Discussion Questions
Assignments
Content Assessment

Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs

Unit 2

Unit’s Title
Program Student Learning Outcomes
Course Student Learning Outcomes

Insert Unit’s Title
Insert Unit’s PSLOs
Insert Unit’s CSLOs

Associated Learning Activity:
(Lecture/Reading/Resources/Discussion/Assignment/Assessment)
Lecture
Readings
Resources
Discussion Questions
Assignments
Content Assessment

Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs

Unit 3

Unit’s Title
Program Student Learning Outcomes
Course Student Learning Outcomes

Insert Unit’s Title
Insert Unit’s PSLOs
Insert Unit’s CSLOs

Associated Learning Activity:
(Lecture/Reading/Resources/Discussion/Assignment/Assessment)
Lecture
Readings
Resources
Discussion Questions
Assignments
Content Assessment

Kean University

Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs

School of Online Learning
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Unit 4

Unit’s Title
Program Student Learning Outcomes
Course Student Learning Outcomes

Insert Unit’s Title
Insert Unit’s PSLOs
Insert Unit’s CSLOs

Associated Learning Activity:
(Lecture/Reading/Resources/Discussion/Assignment/Assessment)
Lecture
Readings
Resources
Discussion Questions
Assignments
Content Assessment

Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs

Unit 5

Unit’s Title
Program Student Learning Outcomes
Course Student Learning Outcomes

Insert Unit’s Title
Insert Unit’s PSLOs
Insert Unit’s CSLOs

Associated Learning Activity:
(Lecture/Reading/Resources/Discussion/Assignment/Assessment)
Lecture
Readings
Resources
Discussion Questions
Assignments
Content Assessment

Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs

Unit 6

Unit’s Title
Program Student Learning Outcomes
Course Student Learning Outcomes

Insert Unit’s Title
Insert Unit’s PSLOs
Insert Unit’s CSLOs

Associated Learning Activity:
(Lecture/Reading/Resources/Discussion/Assignment/Assessment)
Lecture
Readings
Resources
Discussion Questions
Assignments
Content Assessment

Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs

Unit 7
Kean University

School of Online Learning
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Unit’s Title
Program Student Learning Outcomes
Course Student Learning Outcomes

Insert Unit’s Title
Insert Unit’s PSLOs
Insert Unit’s CSLOs

Associated Learning Activity:
(Lecture/Reading/Resources/Discussion/Assignment/Assessment)
Lecture
Readings
Resources
Discussion Questions
Assignments
Content Assessment

Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs

Unit 8

Unit’s Title
Program Student Learning Outcomes
Course Student Learning Outcomes

Insert Unit’s Title
Insert Unit’s PSLOs
Insert Unit’s CSLOs

Associated Learning Activity:
(Lecture/Reading/Resources/Discussion/Assignment/Assessment)
Lecture
Readings
Resources
Discussion Questions
Assignments
Content Assessment

Kean University

Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs
Insert CSLOs

School of Online Learning
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Online Course Time Allocation Equivalencies
The following chart illustrates how activities in a three credit online course could compare with its traditional
in-class counterpart. It is up to Online Course Developers to choose learning activities and determine associated
time in their courses.
Traditional In-Class
Online Course
Course
Weeks
16
8
Time
Time in Traditional Class
Time in Kean University Online Class
3 Carnegie Units*/Week
6 Carnegie Units*/Week
150 Minutes/Week
300 Minutes/Week
2400 Minutes/Course
2400 Minutes/Course
Time/In Class
Learning
Activities

Time/Learnin
g
Activities
outside class

Time
3 Carnegie Units*/Week

Time
6 Carnegie Units*/Week

Traditional Learning Activitie
Discussions
Content Assessments
Lecture
Resources
Navigation/Directions

Learning Activities in Kean University Online
Discussions-3 Carnegie Units*/150 Minutes
Content Assessment-1 Carnegie Unit*/50
Minutes
Lecture-1 Carnegie Unit*/50 Minutes
Resources-.5 Carnegie Units*/25 Minutes
Navigation/Directions-.5 Carnegie Units*/25
Minutes

Time
6 to 9 Carnegie
Units*/Week

Time
12 to 18 Carnegie Units*/Week
Learning Activities
Readings
Assignments

Learning Activities
Readings
Assignments
Total Time
Range/Week

9-12 Carnegie Units*/Week

18-24 Carnegie Units*/Week

Total Time
144-192 Carnegie Units*
144-192 Carnegie Units*
Range/Course
*A Carnegie Unit = 50 Minutes
The one, two and four credit online course charts are in Appendix B.

Kean University
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Course Carnegie Units and Points Distribution Summary
The Course Carnegie Units and Points Distribution Summary is a tallied spreadsheet of the course Readings &
Resources, Assignments, Course Lectures & Navigation, Discussions, Content Assessments, and Carnegie
Units & Point Value Breakdown.
• The Total Point Value must equate to 1000 points.
• The Total Estimated time must range between 48 – 64 CU (8 Unit Online one-credit hour course)
• The Total Estimated time must range between 96 – 128 CU (8 Unit Online two-credit hour course)
• The Total Estimated time must range between 144 – 192 CU (8 Unit Online three-credit course)
• The Total Estimated time must range between 176 – 224 CU (8 Unit Online four-credit (3+1) course)
• The Total Estimated time must range between 144 – 192 CU (16 Unit Hybrid three-credit course)
To assist Course Developers with completing the required Course Carnegie Units and Points Distribution
Summary, individual worksheets are available in the Course Map at end of each unit. The course developer
must account for activities that are both within and outside of the Blackboard (Bb) learning environment.

Kean University

School of Online Learning
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Course Carnegie Units and Points Distribution Summary
3 Credits Hour Course Breakdown
UNIT
Readings

1

2

3

4

5

6

7

8

Total

X CU

X CU

X CU

X CU

X CU

X CU

X CU

X CU

XX CU

XX pts XX pts XX pts XX pts XX pts XX pts
X CU
X CU
X CU
X CU
X CU
X CU

XX pts
X CU

600 points
XX CU

1.5
CU

1.5
CU

1.5
CU

1.5
CU

1.5
CU

1.5
CU

1.5
CU

12 CU

.5 CU

.5 CU

.5 CU

.5 CU

.5 CU

.5 CU

.5 CU

4 CU

Assignments XX pts

X CU
Course
Lecture &
Navigation

1.5
CU

Resources

.5 CU

240 points

30 pts. 30 pts. 30 pts. 30 pts. 30 pts. 30 pts. 30 pts. 30 pts.
Discussions

3 CU

Content
Assessment

XX
pts.
X CU

3 CU

XX
pts.
X CU

3 CU

XX
pts.
X CU

3 CU

XX
pts.
X CU

3 CU

XX
pts.
X CU

3 CU

XX
pts.
X CU

3 CU

XX
pts.
X CU

24 CU

3 CU

160 points

XX
pts.
X CU

8 CU

Total Point
Value

XXX

XXX

XXX

XXX

XXX

XXX

XXX

XXX

1000

Total
Estimated
Time

XX
CU

XX
CU

XX
CU

XX
CU

XXCU

XX
CU

XX
CU

XX
CU

144-192 CU

**To end up with total CUs in the 144-192 range, each unit’s Readings + AS CUs should total an
average of 12-18 CUs**

Kean University

School of Online Learning
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Appendix 8.10 Guidelines for Provisional Approval of a Distance Learning

Guidelines for Provisional Approval of a Distance Learning (DL) Course
Overview
Before a course undergoes the process of instructional design, it must be established that the course as
written is appropriate for consideration for online instruction. The following distance learning guidelines
have been developed to adhere to the standards established by the Middle States Commission on
Higher Education and the Council of Regional Accrediting Commissions (C-RAC). All distance
learning offerings at Kean University must adhere to these guidelines to maintain
institutional compliance with our accreditor. Programs that receive accreditation through
national organizations and/or state boards of education must also follow the requirements
set forth by these agencies. Once a course is approved for provisional consideration as a DL course,

the course should follow the instructional design process, and be reviewed and approved by the DL
committee to be coded as a DL course.

Eligibility Requirements
All existing courses where 20% or more of instructional class time will be delivered in an
online or hybrid modality must adhere to the following:
o

The Course Description and Prerequisites in the Course Outline must be
consistent with the current version of the Kean University Catalog or the
intended updates in the next version.

o

The Course Outline must contain an updated bibliography that includes recent
publications in the field as appropriate to the discipline.

o

The Course Outline must include measurable student learning outcomes (i.e.
objectives) utilizing appropriate Bloom’s Taxonomy. (5 to 7 SLOs are
recommended).

o

The Course Outline must detail how student learning outcomes will be
assessed utilizing comparable assessment tools across different modalities of
instruction (i.e. face-to-face, hybrid, and online).

o

The Course Outline must contain language that is applicable to all modalities
of instruction, including references to student support services.
References

Middle States Commission on Higher Education. (2011). Characteristics of excellence in higher education: Eligibility
requirements and standards for accreditation (12th ed., pp. 25-30). Philadelphia, PA: Middle States
Commission on Higher Education. Revised March 2011.
Middle States Commission on Higher Education. (2011, February). Distance Education: Interregional Guidelines for
the Evaluation of Distance Education (online Learning). Retrieved October 3, 2014, from
http://www.msche.org/publications/Guidelines-for-the-Evaluation-of-Distance-Education-Programs.pdf

Appendix 8.11 DL Code Instructional Design Evaluation Form

Distance Learning Committee
DL Code Instructional Design Evaluation Form
Committee Member:
Course Under Review:
Date Review Completed:
1. The Catalogue Course Description in the Official Course Outline matches the Catalogue
Course Description in the provided Instructional Design Documentation.
Yes ___

No _____

If you answered "No" to question #1, please elaborate on your concerns.

2. Are the credits and pre-requisites noted in the Official Course Outline the same as those
listed in the provided Instructional Design Documentation.?
Yes ___

No _____

If you answered "No" to question #2, please elaborate on your concerns.

3. Are the Student Learning Objectives noted in the Official Course Outline represented and
assessed in the Instructional Design Documentation.?
Yes ___

No _____

If you answered "No" to question #3, please elaborate on your concerns.

1

Distance Learning Committee
DL Code Instructional Design Evaluation Form
4. Are all special requirements to the course as noted in the Official Course Outline
represented in the provided Instructional Design Documentation? (For example: Library,
Writing, Technology, etc.)
Yes ___

No _____

If you answered "No" to question #4, please elaborate on your concerns.

5. Please provide any general concerns/comments about the content of the Official
Course Outline as compared to the provided Instructional Design Documentation with
regards to its equivalency that you would like to share with The Center for Online
Learning and the Course Developer.

I have reviewed the submitted Instructional Design documentation by The Center for Online Learning
and have determined:
The course is Approved is granted a DL code as it has demonstrated that its content covers the
material in the official course outline.
The course is Not Approved and is not granted a DL code as it was not able to demonstrate that
it covers the material in the official course outline.
The course is Provisionally Approved provided that any concerns noted above have been
addressed.

2
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A Message from the Director
Welcome,
On behalf of Kean University, the School of Online Education and I would like to congratulate you on
your decision to be an Online Course Developer. I am confident that this experience will be a positive
one for you. As an Online Course Developer, you play a critical role in ensuring we have that solid
foundation of quality.
Kean University
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Kean University has developed clear processes and standards to ensure that all online/hybrid courses
offered are of the highest quality and equal in rigor to approved curriculum. This guide will provide you
with an overview of how to develop online courses that meet University standards.
Kean University’s School of Online Education‘s staff is excited about working with you on your online
course adaption. Please do not hesitate to contact us if have any questions. We are looking forward to
working with you.
Please keep in mind, the School of Online Education Team is only responsible for developing online and
hybrid courses. If you are interested in teaching an online course, you must contact your departments’
Executive Director or Dean. This office does not handle any teaching related matters either before or
during an online assignment.
All the best!

Corey Vigdor
Dean, School of Online Education

Kean University

Developer Guide v.7 May 2021

6

Online Course Development Team
The following are members of the online course development team as well as the important roles they
play in the development process:

Dean, School of Online Education
The Dean, along with the Academic Deans, determines which courses will be developed online and who
will serve as the Course Developers. The Dean is ultimately responsible for ensuring that all developed
courses are rigorous and meet their intended program student learning outcomes,and course student
learning outcomes, therefore, satisfying the requirements of the Middle States Higher Education
Association. The Acting Associate Dean works with the Distance Learning Committee to approve
developed courses for scheduling.

Associate Director, School of Online Education
The Associate Director oversees the development process for each course to ensure that it is completed
according to high quality standards and in a timely manner. The Associate Director will provide the final
course development approval to the Course Developer once the Dean of the School of Online Education
and the Distance Learning Committee sign off on the Course Map.

Distance Learning Committee
The Distance Learning Committee is made up of faculty members and staff representing all academic
divisions in the college. Their important role is to make sure that the program student learning
outcomes and the course student learning outcomes represented in the online course are equivalent to
those in the official college curriculum. In the event the committee identifies any issues with the Course
Map or related material, the Course Developer is responsible for updating the Course Map within three
business days.

Library / Publisher Resources
It is strongly recommended that the Course Developer contact the Kean Librarian as well as the textbook
publisher for assistance with online resources that will best support the course.

Instructional Designers
Instructional Designers report directly to the Associate Director of the School of Online Education. As
project managers for online course development, they collaborate with Course Developers to ensure
that established quality standards and specified timelines are adhered to throughout the course
development process.

Instructional Technologists/Academic Specialists
Instructional Technologists assist the Instructional Designers with the course development process and
course building of the master course shell.

Kean University
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Online Course Developer
Course Developers provide subject matter expertise for the development of online courses. They work
directly with Instructional Designers to develop course content. The Course Developer is required to
complete the Course Map by deadlines provided in the Kick-off meeting. Course Developers should have
a basic knowledge and understanding of Blackboard. In the event the Course Developer utilizes external
resources to complete the course development requirements, it does not exempt them from adhering
to Kean University’s standards and policies.
All developers will communicate and submit all online course materials using Blackboard.
Course Developers are responsible for ensuring that the program learning outcomes, student learning
outcomes and time allocations for the online/hybrid course they are developing is equivalent in rigor
and content presented in the official course outline.

Online Course Developers are expected to:
•
•
•
•
•
•
•
•
•
•
•

Meet all deadlines provided in your orientation packet during the Kick-off meeting.
Possess a solid understanding of the program and course student learning outcomes.
Create original content to reinforce the expected outcomes of the course.
Identify meaningful readings and create appropriate assignments and assessments that are
linked to program and student learning outcomes.
Complete and submit all required material through Blackboard.
Maintain regular communication with your assigned Instructional Designer throughout the
development process. All message communications by the Instructional Designer should be
responded to within 48 hours.
Submit original content work that is free of plagiarism and adheres to copyright laws as well as
APA or MLA citation standards.
Ensure all submissions are proofread and free of spelling and grammatical errors.
Have proficiency with MS Word.
Work in collaboration with your department and chair
To continue to work as an liaison with the School for Online Education after the course
development is completed to assist with any course content or course material matters that
may compromise the integrity of the online course.

Kean University
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How to Get Started
What is an Online and Hybrid Course?
Students who are enrolled in an online course are not required to meet in person as all course content,
reading/resources, class discussions, assessments, assignments, feedback and communications occur
entirely online through Blackboard, which is our learning management system.
Students who are enrolled in a hybrid course are required to meet in person for the course. The course
content for hybrid courses, including reading/resources, class discussions, assessments, assignments,
feedback and communications, may vary between as online and a traditional course setting. Online and
hybrid courses are built to accentuate interactivity, content mastery, critical thinking and student
application of learning. In order to ensure that each course fully integrates this model, standard design
and learning activities are included in each course, which are provided by the Course Developer.
Course Developers are subject matter experts who have full control over the content in each course.
However, the structure and universal design of all courses are standardized to meet the requirements of
the Middle States Commission on Higher Education. This helps to ensure that students can take part in
similar high quality educational experiences equal in rigor to the official course curriculum. Also, Kean
requires that each course follow the best practices strategies based on “Institutional Policies/Practices
and Course Design Strategies to Promote Academic Integrity in Online Education” (Appendix A) to
ensure academic integrity measures are implemented and monitored in all online courses.
In order to meet these requirements, developers will complete the Course Map and syllabus. The
Course Map is a standardized document used to develop an online and hybrid course. The Course Map
contains necessary framework for the course development by identifying readings/resources, discussion
questions, and assessments. It also estimates the amount of time that students will be engaged in the
Course Student Learning Outcomes (CSLOs). The Course Map includes the Course Plan & Overview,
Program & Course Student Learning Outcomes, Outcome Summary, Course Student Learning Outcome
Analysis, Course Carnegie Units & Points Distribution Summary, Online Course Syllabus, Learning
Activities, and Bibliography.

How is an Online Course Structured?
An Online course can be developed in an eight-unit or sixteen-unit schedule and will use a standard of
1000 total points. Students will find common graded and non-graded learning activities presented
throughout the course. Each unit may include:
•
•
•

Lectures (live)
Readings/Resources
Discussions

•
•

Assignments
Content Assessments

Through the course development process highlighted in this document, Course Developers will learn
about their important roles in developing all material to fit into this standardized structure.
Kean University
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Online Course Development Process Diagram
The Course Map lists major deliverables in phases and due dates for the online course development.
Below is a diagram representation of the online course development process. The rest of this document
will expand upon each of these steps. This process officially begins when the Kean Online team receives
the signed Course Commissioning Agreement.

Kean University

Phase 1

Kick-Off meeting

Course Plan &
Overview

Phase 3

Phase 2

Learning Activities Unit
1

Distance Learning
Committee

Phase 4

Phase 5

Learning Activities
Units 2-8

Course Design &
Review
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Online Course Time Allocation Equivalencies
The following chart illustrates how activities in a three credit online course could compare with its
traditional in-class counterpart. It is up to Online Course Developers to choose learning activities and
determine associated time in their courses.
Traditional In-Class Course
16
Time in Traditional Class
3 Carnegie Units*/Week
150 Minutes/Week
2400 Minutes/Course

Online Course
8
Time in Kean University Online Class
6 Carnegie Units*/Week
300 Minutes/Week
2400 Minutes/Course

Time/In Class
Learning
Activities

Time
3 Carnegie Units*/Week

Time
6 Carnegie Units*/Week

Traditional Learning Activities
Discussions
Content Assessments
Lecture
Resources
Navigation/Directions

Learning Activities in Kean University Online
Discussions-3 Carnegie Units*/150 Minutes
Content Assessment-1 Carnegie Unit*/50 Minutes
Lecture-1 Carnegie Unit*/50 Minutes
Resources-.5 Carnegie Units*/25 Minutes
Navigation/Directions-.5 Carnegie Units*/25 Minutes

Time/Learning
Activities
outside class

Time
6 to 9 Carnegie Units*/Week

Time
12 to 18 Carnegie Units*/Week

Learning Activities
Readings
Assignments

Learning Activities
Readings
Assignments

Total Time
Range/Week

9-12 Carnegie Units*/Week

18-24 Carnegie Units*/Week

Weeks
Time

Total Time
144-192 Carnegie Units*
Range/Course
*A Carnegie Unit = 50 Minutes

144-192 Carnegie Units*

The one, two and four credit online course charts are in Appendix B.
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Course Carnegie Units and Points Distribution Summary
The Course Carnegie Units and Points Distribution Summary is a tallied spreadsheet of the course
Readings & Resources, Assignments, Course Lectures & Navigation, Discussions, Content Assessments,
and Carnegie Units & Point Value Breakdown.
•
•
•
•
•
•

The Total Point Value must equate to 1000 points.
The Total Estimated time must range between 48 – 64 CU (8 Unit Online one-credit hour course)
The Total Estimated time must range between 96 – 128 CU (8 Unit Online two-credit hour course)
The Total Estimated time must range between 144 – 192 CU (8 Unit Online three-credit course)
The Total Estimated time must range between 176 – 224 CU (8 Unit Online four-credit (3+1) course)
The Total Estimated time must range between 144 – 192 CU (16 Unit Hybrid three-credit course)

To assist Course Developers with completing the required Course Carnegie Units and Points Distribution
Summary, individual worksheets are available in the Course Map at end of each unit. The course
developer must account for activities that are both within and outside of the Blackboard (Bb) learning
environment.

Kean University
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Kick-off Meeting
Kick-Off Meeting
Prior to actual online course building, it is required that the Online Course Developer meets with their
assigned Kean Online Instructional Designer to go over the Course Developer Guide as well as the
Course Map to review the different course development phases. After this initial meeting, Course
Developers will be enrolled in the Blackboard Online Development Course (ODC) where all required
materials related to the development must be submitted and reside.
It is important that Online Course Developers meet the stated deadlines in their signed Course
Commissioning Agreement. Online Course Developers are not permitted to advance to any online
development phase unless the prior phase has been completed and approved by the Instructional
Designer. This process will be followed for each unit.

Library/Publisher Consultation
It is strongly recommended that Online Course Developers meet with a Reference Librarian to discuss
Library resources and textbook publishers to identify resources that could be utilized in the
development of the online course. This consultation is optional. Developers are responsible for
obtaining their own textbooks and to confirm with their divisional dean which textbook is used for the
course. All textbook information must be submitted at the start of the development as part of the initial
course map.

Kean University
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Phase 1: Course Plan & Overview
Course Information, Program and Student Learning Outcomes
During this initial development phase, an Online Course Developer will use the following documents:
Course Map, Departmental Outline, Program Student Learning Outcomes, and Online Syllabus.
Phase 1 will focus on the completion of Course Information, Program Student Learning Outcomes,
Course Student Learning Outcomes, Outcome Summary, Course Student Learning Outcome Analysis,
Course Carnegie & Points Distribution Summary, and the Online Course Syllabus.
It is important that Online Course Developers meet the stated deadlines in their signed Course
Commissioning Agreement. Online Course Developers are not permitted to advance to Phase 2 unless
Phase 1 has been completed and approved by the Instructional Designer.
The following are key concepts that the Online Course Developer needs to understand in order to
effectively complete this phase of the development process:

Course Information
The Course Information contains the official registered course number, title, credit hours, prerequisite
textbook information, required supplemental materials, development record, course type, department
name, academic dean, and course developer.

Program Student Learning Outcomes
The Program Student Learning Outcomes is a series of statements that provides students with an
overview of what they will learn in the course. This information can be found in Online Developer
Course Resource Tab. Course Developers will input the Program Learning Outcome into the Course Map
Template. Official documents provided by Kean Online may only be used.

Course Student Learning Outcomes
The Course Student Learning Outcomes is a series of statements that provides students with what they
should master at the end of the course. This information can be found in Online Developer Course
Resource Tab. Course Developers will input the Course Student Learning Outcome into the Course Map
Template. The official course outline document provided by Kean Online may only be used.

Outcome Summary
Course Developers will need to match Student Learning Outcomes to Goals and incorporate them into
both the Course Map and the Online Course Syllabus. The Student Learning Outcomes, which are noted
in the official course outlines, are specific, measureable statements of what students will be able to
accomplish after learning the course material. These statements are student-centered and assessed
through the course’s graded Learning Activities. All of the course student learning outcomes listed
within the official course outline must be covered within the course map.

Kean University
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Course Student Learning Outcome Analysis
The Student Learning Outcome Analysis is a list all of the outcomes of the course correlated to the
learning activities detailed in the course map.

Course Carnegie and Points Distribution Summary
The Course Carnegie and Points Distribution Summary is an itemized chart of the course Learning
Actitives associated carnegie units and point distribution for the required coursework.

Online Course Syllabus
The Online Course Syllabus contains information that communicates to students what the expectations
of the course are. The Online Course Syllabus contains all the information about the course, which
includes course description, program student learning outcomes, course student learning outcomes,
readings/resources assignments, grading policies, required textbooks, resources and supplemental
materials, and other related material for the course. Additionally, the Online Course Syllabus includes
standard components required by all Kean University courses. The Online Course Syllabus is not inserted
or added to the course map; however, the syllabus should be consistent with the course map
information.
When saving the Syllabus, please use the following naming convention:
CourseID_syllabus

Kean University
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Phase 2: Distance Learning Committee
At this stage, the Distance Learning Committee will review the course map and syllabus to ensure all the
outcomes are met. The Distance Learning Committee may request clarification or that changes be made
to the proposed map and syllabus.

Phase 3: Learning Activities Unit 1
After the course map and syllabus have been completed and approved, the Online Course Development
will focus on completing Unit 1’s Learning Activities. It is important that Online Course Developers meet
the deadline stated in the signed Course Commissioning Agreement. Online Course Developers may
not move to Unit 2 unless Unit 1 has been completed and approved by the Instructional Designer.
In this Phase, the Online Course Developer will provide the following information for Unit 1:
•
•
•
•
•
•
•

Title
Description
Unit Program Student Learning
Outcomes
Unit Course Student Learning Outcomes
Student Learning Outcomes
Lecture (title and CSLOs only)
Readings

•
•

Resources
Discussion Questions

•
•
•

Assignments
Rubric(s)
Content Assessments

Title
A Title is descriptive 1-3 word heading that highlights the material covered for the unit. It is
recommended to not exceed six words.

Description
A Description is a 2-3 sentence summary of the material that is covered in the unit. It should include a
paraphrase of the associated learning objectives the student will achieve at the end of the unit.

Program Student Learning Outcomes (PSLOs)
Program Student Learning Outcomes are specific statements of what the student should accomplish by
the end of their program. All relevant PSLOs must be covered in the online course development.

Course Student Learning Outcomes (CSLOs)
Course Student Learning Outcomes are specific, measurable statements of what the student should
accomplish by the end of the online course. All CSLOs must be covered in the development and attached
to PSLOs as well as all learning activities.

Kean University
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Student Learning Outcomes (SLOs)
Student Learning Outcomes should describe what a student will be mastering by the end of each unit.

Lecture
Course Developers will not be required to create written lectures, only a general title for the lecture of
the unit and the CSLOs that this unit’s lecture should address. Instructors who teach the course will be
responsible for delivering a live lecture (that gets recorded) each time they teach it, based on the title
and content material of the unit, and that meets its CSLOs.

Readings
Course Developers are responsible for choosing appropriate readings for each unit from the designated
textbook. They should be directly connected to the course’s student learning outcomes. The Course
Developer will estimate the amount of time it should take a student to complete the assigned readings.
The total time of each unit should be included on the Online Curriculum Summary. The readings usually
reference the course textbook; however, readings can also be journals, articles, periodicals, etc. The
readings should not include page numbers or chapters title. For all specialized readings, the Course
Developer should provide detailed instructions on how to obtain or access the document(s).
Additionally, specialized readings must come from Kean University Library resources as well as other
pre-approved providers. All online courses textbooks should have a 3 year lifespan.

Resources
The Course Developer must select additional resources that students can access within the Blackboard
environment. A maximum of four resources is required per unit. For resources Kean Online
recommends that Course Developers only use Kean’s Library resources and Internet resources
maintained by established partners such as Pearson, Khan Academy, etc. If the developer chooses
publisher supplemental materials, it is their responsibility to contact their representatives to obtain all
materials, access codes, hyperlinks, etc. and submit information to the Instructional Designer by the
assigned timeline. Please also note that all publisher resources need to be approved by the Kean
Online team before implementation. This will allow the department to test the course material in the
learning management system.
When saving any resources or supplemental information, please use the following naming convention:
CourseID_U#_Title

e.g. MATH1044_U1_PreCal

Discussion Questions
Course Developers will create one set of class discussion questions per unit. This should be an openended discussion question that promotes faculty-to-student and student-to-student interaction,
dialogue, feedback, and understanding of topics that reinforce the course student learning outcomes.
The set of discussion should include: 1 Main Discussion Question and a Follow-up Discussion
Kean University
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Question. The questions should not directly reference the assigned readings and required resources. It
is required that these learning activities focus on the course student learning outcomes. Each unit has a
non-graded Reflection forum where students will be able to discuss what they have learned from the
material. It is required that questions for learning activities focus on the Comprehension, Application
and Analysis levels of Bloom’s Taxonomy. It is estimated that it will take students a total of 3 Carnegie
Units or 150 minutes per unit to successfully complete this Learning Activity. Each discussion question
must indicate its associated course student learning outcome. The Kean Online team has provided an
appropriate Discussion Question Rubric that is embedded within the course (see Appendix C)
Below are guidelines you can utilize in developing various kinds of discussion questions. The Course
Student Learning Outcomes must have a Bloom’s level associated with it. Course Developers will utilize
Bloom’s Taxonomy to identify the cognitive level at which the learning activity is assessed. The Bloom’s
levels are as follows:
1. Knowledge: arrange, define, duplicate, label, list, memorize, name, order, relate, recall, repeat,
reproduce, and state.
2. Comprehension: classify, describe, discuss, explain, express, identify, indicate, locate, recognize,
report, restate, review, select, and translate.
3. Application: apply, choose, demonstrate, dramatize, employ, illustrate, interpret, operate,
practice, schedule, sketch, solve, and use.
4. Analysis: analyze, appraise, calculate, categorize, compare, contrast, criticize, differentiate,
discriminate, distinguish, examine, experiment, question, and test.
5. Synthesis: arrange, assemble, collect, compose, construct, create, design, develop, formulate,
manage, organize, plan, prepare, propose, set up, and write.
6. Evaluation: appraise, argue, assess, attach, choose compare, defend estimate, judge, predict,
rate, core, select, support, value, and evaluate.
These question types can be mapped onto Bloom’s taxonomy of learning objectives, which shows
increasing levels of cognitive complexity as students move from fairly simple tasks (such as recall of
information) to more complex tasks (such as synthesis, evaluation, or creation.) Source: Davis, B. G.
(1993) Tools for Teaching. San Francisco: Jossey-Bass.
Course Developers can also embed approved video and images in Discussion Forums.

Assignments
Course Developers will create assignments that measure the student’s mastery of the unit course
student learning outcomes. It is required that these course student learning outcomes focus on the
Synthesis and Evaluation levels of Bloom’s Taxonomy. Each assignment must include the associated
course student learning outcomes as well as a grading rubric. Kean Online provides a general rubric for
writing assignments, which is available upon request. The Course Developer will also estimate the
amount of time it should take a student to complete an assignment, which will be added to the Online
Course Curriculum Summary.
Course Developers may choose to embed approved video and images in Assignments.
Kean University
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When saving the Assignments, please use the following naming convention:

CourseID_U#_AS_ Name

e.g. MATH1044_U1_AS2_PreCal

Content Assessments
Course Developers will create assessments that measure student’s knowledge and comprehension of
material presented in learning activities such as assigned readings, required resources, discussion
questions and lectures. Content Assessments are different from Assignments in that they are generally
expected to be completed within the Blackboard environment by the student and will most often have a
time limit.

Developing Traditional Tests/Quizzes
Please note: The course developer may choose to use projects, case studies, labs, blogs,
journals, in place of a traditional test or quizzes, etc. for the content assessments.

Essay and Short Answer
The first choice when creating a traditional test or quiz for a Kean Online course should be a test using
essay question or short answers. This type of test is more likely to assess the higher order cognitive
skills and tends to give faculty a fuller picture of student knowledge and ability. These questions can be
used alone or mixed with Multiple Choice (MC) and True/False (T/F) questions, i.e. 10 MC questions plus
2 short answer questions.
Faculty Developers should work with their designer to determine a sufficient number of questions if a
question pool is needed. Sometimes each question is so individual that no additional questions are
necessary; if additional questions are necessary we ask for a 3 to 1 ratio, i.e. 2 short answer questions
would have a question pool of 6.

MC and T/F Assessments
It is possible to create content assessments using MC and or T/F questions. If that is the choice we try to
minimize high stakes assessments - this means it is better to create more assessments with more
questions worth less points each. Each question by itself might be worth 1 or even ½ out of the 1000
total points in the class.
As an example:
•
•

8 quizzes are better than 2 tests
40 questions worth 20 points are better than 20 questions worth 20 points

Using MC or T/F questions means that you are going to be creating a question pool. Blackboard will
randomly draw the questions from the question pool when the test/quiz is made and no two students
should have the same test. This means we need to have additional questions for each assessment. Our
guideline ratio is 3 to 1. A 20-question quiz would need a 60-question pool - see “Institutional
Kean University
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Policies/Practices and Course Design Strategies to Promote Academic Integrity in Online Education”
(Appendix A) for details.
Course Developers are encouraged to contact textbook publishers (if a textbook is being used) to access
any testbanks. Publishers will often have question banks of hundreds of questions per chapter. You
should work with your Designer if a testbank exists. If a testbank does not exist you will need to create
your own. It must be formatted as an MS Word file and uploaded to the ODC site. A quiz sample with
the required MS Word format is located in the ODC under Developer Resources -> Samples.

Time
On average, we have scheduled 1 Carnegie Unit or 50 minutes to successfully complete each content
assessment. As with all your Carnegie Unit decisions, this should be based upon the time it will take for
an average student to complete the assessment. Remember when students are taking these
assessments they have their textbook and access to other technology, more time does not always give
you the best sense for their knowledge and ability. Each Content Assessment should not exceed 2 CUs.
The total unit points for all CAs in the course cannot exceed 160 points.
When saving the Content Assessment, please use the following naming convention:
CourseID_U#_CA_ Name

e.g. MATH1044_U1_CA_PreCal

Phase 4: Unit 2 - 8 Learning Activities
Course Map Completion
After all of the Program and Student Learning Outcomes have been completed and approved, the Online
Course Development will focus on completing each unit’s Learning Activities within the Course Map. It is
important that Online Course Developers meet the deadline stated in the signed Course Commissioning
Agreement.

Bibliography
The Course Developer is responsible for citing all resources and references used. The bibliography
should be in the Divisions approved standardized format, APA or MLA.

Phase 5: Course Design and Review
School of Online Education Quality Review
When the online course map is completed, the developer will upload the Final Course Map and Final
Syllabus. The Instructional Designer will finalize the Blackboard course and review the content to ensure
that all course material meets the University quality standards.

Kean University
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Course Approval
After the Kean Online team conducts their final quality review of the course map, the document is
uploaded into Blackboard for Distant Learning Committee approval. In the event that the committee
does not approve the online course, the Course Developer will have to make the recommended changes
to the course map and resubmit the document to the Instructional Designer within 3 business days. If
the changes impact the course shell the Instructional Designer will update the course.

The Chair of the Distance Learning Committee will obtain final approval from the Dean on the
Distance Learning Tracking Form making it an official DL course. Once approved, the
Registrar’s Office can finalize scheduling and enroll students.

Course Map Naming Convention
File

Naming Convention

Example

Course:

CourseID_course_date

MATH1044_coursemap_02012016

Syllabus:

CourseID_syllabus

MATH1044_syllabus

Assignments:

CourseID_U#_AS_ Name

MATH1044_U1_AS2_PreCal

Content Assessment:

CourseID_U#_CA_ Name

MATH1044_U1_CA_PreCal

Rubric:

CourseID_U#_RU_Title

MATH1044_U1_RU_PreCal
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APPENDIX A
Institutional Policies/Best Practice Strategies
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APPENDIX B
Online Course Time Allocation Equivalencies

1 Credit Hour
Traditional In-Class Course
16
Time in Traditional Class
1 Carnegie Units*/Week
50 Minutes/Week
800 Minutes/Course

Online Course
8
Time in Kean University Online Class
2 Carnegie Units*/Week
100 Minutes/Week
800 Minutes/Course

Time/In Class
Learning
Activities

Time
1 Carnegie Units*/Week

Time
2 Carnegie Units*/Week

Traditional Learning Activities
Discussions
Content Assessments
Lecture
Resources
Navigation/Directions

Learning Activities in Kean University Online
Discussions – .5 Carnegie Units*/25 Minutes
Content Assessment - .5 Carnegie Units*/25 Minutes
Lecture/Navigation/Directions - .5 Carnegie Units*/25
Minutes
Resources - .5 Carnegie Units*/25 Minutes

Time/Learning
Activities
outside class

Time
2 to 3 Carnegie Units*/Week

Time
4 to 6 Carnegie Units*/Week

Learning Activities
Readings
Assignments

Learning Activities
Readings
Assignments

Total Time
Range/Week

3 - 4 Carnegie Units*/Week

6 - 8 Carnegie Units*/Week

Weeks
Time

Total Time
48 - 64 Carnegie Units*
Range/Course
*A Carnegie Unit = 50 Minutes

Kean University

48 - 64 Carnegie Units*
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1 Credit Hour (1 credit Lab)
Traditional In-Class Course
16
Time in Traditional Class
2 Carnegie Units*/Week
Lab#
100 Minutes/Week Lab
1600 Minutes/Course

Online Course
8
Time in Kean University Online Class
4 Carnegie Units*/Week Lab
200 Minutes/Week Lab
1600 Minutes/Course

Time/In Class
Learning
Activities

Time
2 Carnegie Units/*Week
Lab
Traditional Learning Activities
Lab

Time
4 Carnegie Units*/Week Lab
Learning Activities in Kean University Online
Reading - 0.25 CU/*12.5 Mins
Pre-Lab Lecture, Safety Quiz - 0.5 CU*/25 Mins
Navigation/Directions - 0.25 CU*/12.5 Mins
Lab work – 2.5 CU*/125 Minutes
Lab Assignment/Report – 0.5 CU*/25 Mins

Time/Learning
Activities
outside class

Time
Nil
Learning Activities
Nil

Time
Nil
Learning Activities
Nil

Total Time
Range/Week

2 CU*/Week

4 CU*/Week

Total Time
Range/Course

32 CUs*

32 CUs*

Weeks
Time

*A Carnegie Unit (CU) = 50 Minutes
# 2 CUs is the minimum, 3 CUs may be the goal depending on the College/School
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2 Credit Hours
Traditional In-Class Course
16
Time in Traditional Class
2 Carnegie Units*/Week
100 Minutes/Week
1600 Minutes/Course

Online Course
8
Time in Kean University Online Class
4 Carnegie Units*/Week
200 Minutes/Week
1600 Minutes/Course

Time/In Class
Learning
Activities

Time
2 Carnegie Units*/Week

Time
4 Carnegie Units*/Week

Traditional Learning Activities
Discussions
Content Assessments
Lecture
Resources
Navigation/Directions

Learning Activities in Kean University Online
Discussions - 1.5 Carnegie Units*/75 Minutes (1xI, 2xR)
Content Assessment – 0.5 Carnegie Unit*/25 Minutes
Lecture - 1 Carnegie Unit*/50 Minutes
Resources - 0.5 Carnegie Units*/25 Minutes
Navigation/Directions - 0.5 Carnegie Units*/25 Minutes

Time/Learning
Activities
outside class

Time
4 to 6 Carnegie Units*/Week

Time
8 to 12 Carnegie Units*/Week

Learning Activities
Readings
Assignments

Learning Activities
Readings
Assignments

Total Time
Range/Week

6 - 8 Carnegie Units*/Week

12 - 16 Carnegie Units*/Week

Weeks
Time

Total Time
96 - 128 Carnegie Units*
Range/Course
*A Carnegie Unit = 50 Minutes

Kean University

96 - 128 Carnegie Units*
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4 Credit Hours (3 credits lecture/1 credit Lab)
Traditional In-Class Course
16
Time in Traditional Class
3 Carnegie Units*/Week Lecture
2 Carnegie Units/Week Lab
150 Minutes/Week Lecture
100 Minutes/Week Lab
4000 Minutes/Course

Online Course
8
Time in Kean University Online Class
6 Carnegie Units*/Week Lecture
4 Carnegie Units/Week Lab
300 Minutes/Week Lecture
200 Minutes/Week Lab
4000 Minutes/Course

Time
3 Carnegie Units*/Week Lecture
2 Carnegie Units/Week Lab
Traditional Learning Activities
Discussions
Content Assessments
Lecture
Resources
Navigation/Directions
Lab

Time
6 Carnegie Units*/Week Lecture
4 Carnegie Units/Week Lab
Learning Activities in Kean University Online
Discussions - 3 Carnegie Units*/150 Minutes
Content Assessment - 1 Carnegie Unit*/50
Minutes
Lecture - 1 Carnegie Unit*/50 Minutes
Resources - .5 Carnegie Units*/25 Minutes
Navigation/Directions - .5 Carnegie Units*/25
Minutes
Lab - 4 Carnegie Units*/200 Minutes

Time/Lear
ning
Activities
outside
class

Time
6 to 9 Carnegie Units*/Week

Time
12 to 18 Carnegie Units*/Week

Learning Activities
Readings
Assignments

Learning Activities
Readings
Assignments

Total
Time
Range/W
eek

11 - 14 Carnegie Units*/Week

22 - 28 Carnegie Units*/Week

Weeks
Time

Time/In
Class
Learning
Activities

Total
176 - 224 Carnegie Units*
Time
Range/Co
urse
*A Carnegie Unit = 50 Minutes

Kean University
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4 Credit Hours (4 Lec)
Traditional In-Class Course
16
Time in Traditional Class
4 Carnegie Units*/Week
200 Minutes/Week
3200 Minutes/Course

Online Course
8
Time in Kean University Online Class
8 Carnegie Units*/Week
400 Minutes/Week
3200 Minutes/Course

Time/In Class
Learning
Activities

Time
4 Carnegie Units*/Week

Time
8 Carnegie Units*/Week

Traditional Learning Activities
Discussions
Content Assessments
Lecture
Resources
Navigation/Directions

Learning Activities in Kean University Online
Discussions – 3 Carnegie Units*/150 Minutes
Content Assessment - 1 Carnegie Units*/50 Minutes
Lecture – 2.5 Carnegie Units*/125 Minutes
Resources - 1 Carnegie Units*/50 Minutes
Navigation/Directions - .5 Carnegie Units/25 Minutes

Time/Learning
Activities
outside class

Time
8 to 12 Carnegie Units*/Week

Time
16 to 24 Carnegie Units*/Week

Learning Activities
Readings
Assignments

Learning Activities
Readings
Assignments

Total Time
Range/Week

12 - 16 Carnegie Units*/Week

24 - 32 Carnegie Units*/Week

Weeks
Time

Total Time
192 - 256 Carnegie Units*
Range/Course
*A Carnegie Unit = 50 Minutes

Kean University

192 - 256 Carnegie Units*
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APPENDIX C
The School of Online Education Assignment Rubric
Criteria
Quality of
Assignme
nt Content
70%

Mechanic
s and
Readabilit
y of
Assignme
nt
15%

Unacceptable0%
Submission does
not display an
understanding of
the associated
learning
objectives
presented in the
assignment

Minimal-60%

Competent-70%

Effective-85%

Master-100%

Submission
demonstrates a
minimal
understanding of
the associated
learning objectives
presented in the
assignment

Submission
demonstrates some
understanding of
the associated
learning objectives
presented in the
assignment

Writing is unclear
and/or
disorganized in all
literacy standards

Writing is unclear
and/or disorganized
in most literacy
standards

Writing is unclear
and/or
disorganized in
some areas of
literacy standards.

Assignment is not
understandable to
the reader

Assignment is
unclear and not
understandable to
the reader

Submission
demonstrates a
general
understanding
of the
associated
learning
objectives
presented in the
assignment
Writing
demonstrates
mastery of most
criteria for high
academic
literacy
standards

Submission
demonstrates a
full
understanding
of the
associated
learning
objectives
presented in the
assignment
Writing
demonstrates
mastery of all
criteria for high
academic
literacy
standards

Assignment is
mostly clear
and
understandable
to the reader

Assignment is
clearly
understandable
to the reader

Frequent errors in
spelling and
capitalization:
profound and/or
inaccurate
punctuation which
render the
submission
unreadable

Kean University

Contains many and
serious intrusive
errors of
punctuation,
spelling, and/or
capitalization
which partially
inhibit readability.

Assignment is
partially clear and
understandable to
the reader
Contains several
punctuation,
spelling, and/or
capitalization
errors, but does
not inhibit
readability.

Contains only
occasional
punctuation,
spelling, and /or
capitalization
errors

Free of
punctuation,
spelling, and
capitalization
errors
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Structure
and
Organizati
on/
Format/
Presentati
on of
Assignme
nt
15%

Submission is not
appropriate for
assignment
Does not follow
directions as
indicated by
instructor
References and
citations are not
included if
requested
Thoughts are not
expressed in a
logical manner.

Submission follows
minimal directions
and is missing
many components
indicated in the
instructions.
If requested,
references are not
included and/or
properly cited.
Errors in format
several interfere
with meaning,
formatting weak

Submission does
not follow all
directions and is
missing some
components
indicated in the
instructions.

Submission
follows
directions and
includes most
components
indicated in the
instructions.

Submission
follows
direction and
includes all
components
indicated in the
instructions.

If requested, some
references are
included and
partially cited
properly.

If requested,
references are
included and
mostly cited
properly.

If requested,
references are
included and
properly cited.

Several errors in
formatting, or
format is
inconsistent

Few formatting
errors

Appropriate
format and
presentation for
assignment

col@kean.edu
Kean University
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